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Chapter 1
Introduction

This manual provides instructions on how to use the Electronic Case Files (ECF) system to file documents with
the court, and to view and retrieve docket sheets and documents. Users should have a working knowledge of an
ECF compatible web browser and Adobe Acrobat for creating and reading Portable Document Files (PDF).

ECF System Capabilities

Registered users with a compatible web browser and access to the Internet can perform the following functions,
twenty-four hours a day, seven days a week:

¢ View or download the most recent version of the ECF User Manual and Electronic Case Filing
Procedures;

Self-train on the court’'s ECF tutorial including information about Adobe PDF files;

Practice entering documents into the ECF using the court’s “training” database;

Electronically transmit a document to the clerk’s office in civil cases without incurring additional filing
costs;

View official docket sheets and other documents associated with these docket sheets, including
immediate viewing of a document just submitted to the court;

Compile and view various reports for cases on the court’s docket;

e Query case information; and,

e Update and maintain user accounts.

Help Desk

For assistance in using ECF, including technical difficulties, call the Court’s Help Desk toll free at 866-365-6381 or
303-335-2050 between the hours of 8:00 a.m. and 5:00 p.m. Mountain Time, Monday through Friday, excluding
federal holidays. The Help Desk may also be contacted by e-mail at cod_cmecf@cod.uscourts.gov.

Computer and Equipment Requirements

The following hardware and software are needed to electronically file, view, and retrieve case documents in ECF.

e A personal computer running a standard operating system such as Microsoft Windows or Macintosh
with a modem supporting at least a transfer rate of 28.8k.

Note: A modem connection is usually not fast enough to transmit and receive documents
electronically or to download large documents attached to e-mails or filed in ECF. Currently, there
are two viable options in the marketplace for high-speed access connectivity: cable and digital
subscriber lines (DSL). Although more expensive, these technologies provide definitive
advantages over traditional dial-up methods.

e An Internet Service Provider and web browser. The Court has verified that its installed version of ECF is
compatible Netscape 4.7x and 7.0x. and Internet Explorer 5.5 and 6.0

Note: Users of ECF have experienced some compatibility issues with versions of Netscape
Navigator lower than 4.6; America On-Line’s version of Netscape Navigator; and versions of
Internet Explorer other than IE 5.5/6.0.

e Adobe Acrobat Reader or other portable document format (PDF) conversion software to convert
documents from the format of their native application to PDF. Documents converted directly from word
processing are known as “PDF text” documents.

e A scanner if you cannot electronically prepare your documents and convert them directly to PDF. Use a
scanner to convert paper documents to digital format for electronic transfer. PDF documents created by
scanning paper documents are known as “PDF image” documents.

-1-
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Note: When scanning documents for ECF, scan at a resolution of 200 to 240 dpi. Scanning at resolutions
greater than 240 dpi tends to clutter the electronic transfer with unwanted markings and print. Also, higher
resolutions result in larger file sizes that may impede document submittal. Larger files use more storage
space, and take up more memory. In general, “PDF image” documents are much larger than documents
converted from word processing software directly to PDF. The CM/ECF system is technically capable of
accepting large documents, but they may take longer to upload and download. The court has established a
limit of PDF size at 2.0 MB

e ECF users must have a PACER account in order to use the Query and Report features of the ECF
system, and to view electronically stored document images. You do not need multiple PACER accounts
for a given firm. The same PACER login can be concurrently logged in multiple times. If you do not have
a PACER login, contact the PACER Service Center at (800) 676-6856 for information. Or, you may
register for PACER online at http://pacer.psc.uscourts.gov.

e An attorney must be admitted to practice in the District of Colorado and be in good standing.

e In addition to having a PACER account, a user must register with the court as an ECF user in order to
electronically submit a document. Once properly registered as a court user, the clerk’s office will issue a
login and password to the attorney. This login and password will serve as the user’s signature for
purposes of Fed. R. Civ. P. 11 for all documents electronically submitted to the court.

Registering for Access to ECF

A user who needs to register for access to the Electronic Case Files (ECF) system should visit the court’s
website at http://www.cod.uscourt.gov to complete an online registration form. After processing the
properly completed registration form, the clerk’s office will establish a user account for the applicant. The
applicant will then be contacted and provided a user’s ECF login information by e-mail.

Registered users can visit a training version of the ECF system on the Internet at https://ecf-
train.cod.uscourts.gov to practice ECF activities. The court strongly recommends that registered users
practice in the “training” ECF database before filing documents in the “live” ECF database.
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Chapter 2
Preparation

Adobe Acrobat Reader

Users must set up Adobe’s Acrobat Reader software in order to view documents that have been electronically
filed on the system. All pleadings must be filed in PDF format. The software may be downloaded at
http://www.adobe.com. When installing this product, please review and follow Adobe’s directions to utilize
Acrobat Reader after installation.

Portable Document Format (PDF)

Viewing a PDF Document
e Open Adobe Acrobat or Acrobat Reader.
e Select “File” on the menu bar and choose “Open” from the drop-down window.
e Click on the location and file name of the PDF document you wish to view.

e Acrobat loads the file and displays it on your screen. Verify it is the document you wish to send. Verify
the file size of the document.

e If the displayed document is larger than the screen or contains more than one page, use the scroll bars
and buttons to move about within the document.

e Click on the “View” menu to select other options for viewing the document. Choose the option that best
suits your viewing needs.

Converting Electronic Documents to PDF Format

You must convert all of your documents from their native application to PDF format before submitting them to the
court through its Electronic Case Files (ECF) system. Only documents in Portable Document Format (PDF) may
be filed with the Court using the ECF system. Before sending the file to the court, a user should preview the PDF
document to ensure it is the correct document, all pages included, is legible, and the document is properly
formatted after being converted to PDF.

Software Available for Converting to Portable Document Format (PDF)

Adobe Acrobat is a software product that may be used to convert your documents to PDF. The WordPerfect
Version 9 and higher word-processing applications, with their built in PDF conversions capabilities, may also be
used. Other software products are also available to convert your documents to PDF. Users should explore the
software options available.

Note: Although newer versions of WordPerfect and Word can create PDF documents within the word processing
application, they generally create larger file size (number of bytes). If the document is larger than 2.0 MB it will not
be accepted in ECF.

e Open a WordPerfect document (with file extension .wpd).
e From the menu bar, click on “File” and from the drop-down menu select “Publish to PDF.”

e Save the file as a PDF file, giving it a .pdf extension.



DISTRICT OF COLORADO VERSION 3.0
ECF USER MANUAL EFFECTIVE SEPTEMBER 11, 2006

Your document is now saved as a PDF file. The original file remains in WordPerfect format under its
original file name and .wpd extension.

For All Older Versions of Word Perfect, All Versions of Microsoft Word, and other Adobe Acrobat PDF
Conversion Software Package Supported Applications

Install Adobe Acrobat on your computer.
Open the document you wish to convert.

Select “Print” from the menu bar. Within the “Current Printer” field of the “ Printer” window, select the
option to change the selected printer. A drop down menu opens and a list of printer choices is displayed.

Select “Adobe PDFWriter.”
Click “OK” to “print” the file. Instead of the file printing to your printer, a window will appear.
Name the document, verify the “saved file type” is .pdf, and click the “ Save” button.

Your document is now saved as a PDF file. The original file remains in its original format under its original
file name and extension.
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Chapter 3
Basics

User Interactions

Users normally interact with the Electronic Case Files (ECF) system in three ways.
e Entering information in data fields also referred to as Text Boxes
e Mouse-clicking on hyperlinks and/or radio buttons

e Selecting command buttons to direct system activities
Conventions Used in This Manual

e Data to be entered by the user is shown enclosed in angle brackets: <Data to be entered>.
e Command buttons are represented in this manual in bracketed boldfaced type: [Command Button].
e Hyperlinks are displayed in underlined boldfaced type: hyperlink.
Common Mistakes When Filing a Document
Some common mistakes made when filing a document include:
e Selecting the wrong PDF file to attach to a docket entry;

e Selecting the wrong document type (the original document rather than the converted file with the .pdf
extension);

e Selecting the wrong docketing event from the ECF menus; and,
e Entering the wrong case number and not discovering the error before completing the transaction.

The ECF system does not permit you to substitute or remove a misfiled document after it has been submitted
electronically to the court. Only the presiding judge may order the correction of a document once it has been
filed. So, please be careful to avoid these common mistakes.

The clerk’s office can help you correct docketing errors, and can provide you with guidance on what to do if the
wrong document has been filed, or the right document has been filed, but in the wrong case. If a mistake has
been made, telephone the Help Desk to inform the clerk’s office of the problem and to obtain guidance for fixing
the problem.

You will need to provide the case number and document number(s) for the docket entry or entries requiring
correction. If appropriate, the clerk’s office will make an entry indicating that the document was filed in error. You
will be advised if you need to re-file the document. Please review the Electronic Case Filing Procedures for more
information on filing errors.

Viewing Transaction Log

This feature, selected from the Utilities menu, allows you to review all transactions ECF has processed with your
login. If you need to check what you have done in ECF, review your transaction log. If you believe or suspect that
someone is using your login and password without your permission, you can use the transaction log to confirm
this as well.
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f someone is using your login and password without your permission, immediately telephone the clerk’s office
Help Desk. The clerk’s office will assist you in changing your password. If you believe that a document has been
improperly filed with the court under your signature (your login and password is your electronic signature) you will
need to inform the clerk’s office Help Desk.

Please review the Electronic Case Filing Procedures for more information on login and password problems.
User Manual
You can view or download the most recent version of this ECF User Manual (in PDF format) from the court’s web

page. Enter http://www.cod.uscourts.gov in your browser’s location field, and when the Court’s web page opens,
click on the Electronic Case Filing link.

Note: The ECF User Manual is best viewed using Version 5 of Adobe Acrobat Reader, or higher versions. The
electronic version of the guide contains bookmarks to help you navigate quickly from one section to another. This
bookmarking feature can be viewed only with Acrobat Reader 5.0, or higher versions.
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Chapter 4
ECF System

Entering the ECF System

This section of the User Manual provides information for entering the Electronic Case Files (ECF) System.

You may enter the system by going to the court’s web page at http://www.cod.uscourts.gov, clicking on the

Electronic Case Files link on the opening page, and then clicking on the Electronic Case Filing — Live link.

Frame 4-1

3 U.5. District Court - Microsoft Internet Explorer =& x|
FE EE Gow s s GEw ﬁ
EBack v =W - (D 4t | @search Grevortes @media <3 | By- Sp W - 5] B [&

address [&] https:/fecf. cod.uscourts.gov x| e
msn* - | w|| Psearch -~ Prichignt | ;Joptions | XIPop-ups Blocked (203) - .o Hotmal 3% Messenger [ My MSN

Links (&]DC Intranet Home  &]DC CM_ECF Page  &]Google  @]1-Met ] Test (LIVE) DE- Internal  &]DC Test DB -Internal  €]SDSD DC Page (€ |USDC External WebPage ”“@ -

=]

Welcome to the .5, District Court for the District of Colorado

District of Colorado - Document Filing Svstem

—
The United States District Court, District of Colorado, welcomes you to CMYECF, Version 2.3,
The Court went live as of November 1, 2004,
The Court is currently transitioning to the Federal Tudiciary's Electronic Case Files (ECF) system. During this transition certain docurments will be available for your
review on PACER. Until the cfective date of ECF, the paper file and documents remain the official record of the Court.

ECF Home Page

Alternatively, registered users may
enter the ECF system directly by
typing the following URL into the
location filed of an ECF-compatible
web browser:

e https://ecf.cod.uscourts.gov

e Clicking on the District of
Colorado — Document Filing

1y System link will take you to the

ECF/PACER Login screen.

EX Ty

12June2003
[-|
| [E]pone [ [5 (8 nternet .

Frame 4-2 ECF/PACER Login Page

LML TRAIN - .5, District Lourt:cod - login - Microsoft Internet Explorer =18] x| . .

[Fo ER Vew Fovees Touk Hop e The ECF/PACER Login page is used

| address [] bt e trsin.cod scouts. poropi-binflognpl | e for |Ogg|ng in with your PACER |Ogin
ECF/PACER Login [ or your ECF login.
Notice i i
This is a Restricted Web Site for Official Court Business only, Unauthorizad entry is e To be able to file pl_eadlngs, you may
pr.o.hlt.n.led and s.ubjecr.lo prosecubion under Title 18 of the U.S. Code. All actimbes and enter your ECF |og|n and password.
access allempls are logged. h . .

On this system, you will file your

Instructions B ; 1
Enter your ECF login and password for edectronic filing capabilities. I you do not need eleCtrOﬂlC dOCUmentS Wlth the Clerk S
filing capatilities, enter your PACER login and passward, if wou do not hawe a PACER Ofﬁce
login, contact the PACER Serace Center Lo establish an account. You may register :
online &t 4 3G LS 3 gov or call the PACER Semce Cener at (800) 676-
BESE or (210) 301-5440. T . h d k t .
An access feo of $ 08 per page (rate increase effective January 1s82005), as ¢ o review the docke ) VIEW a
approved by the Judicial Conference of the United States, will be assessad for access docum ent, run a Query, or view

o this senvice. All inguinies will be charged to your PACER it If o not d
IllmgI cagzgflllel;es. :ﬁzllnygmw;'ﬁ(?élx’alorggul HI:EDLL’-S‘.:\‘IU[U. 1:13|cec(0,'?lenl Lme Ig E?o:jlﬁsd I’epOI’tS, you may enter your PACER
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PACER system.
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togn. | e NOTE: YOU WILL BE BILLED
Password PACER charges when running
ity L gueries and most of the reports.
Login Clear =i
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Frame 4-3

A CMIECF TRAIN - U8, District C od - login - Microsoll Internet Explorer
| Ble Edd Vew Fovorles Tools Help || Address [ tips fecktrain cod uscouns govios-binfogin pl | ¢'Gao -

ECF/PACER Login

Motice

This i5 2 Restricted Web Site for Cfficial Court Business only. Linauthorized entry is
prohibited and subject to prosecution under Title 18 of the LS. Code. All activities and
ACCESS attermpts are lgged

Instructions
Enter your ECF login and password for electranic filing capabilities. i you do not need filing
capabilties, enter your PACER login and password. If you o not have 3 PACER login,
contact the PACER Service Center to establish an account. You may register onfing at

" AT or call the PACER Serace Center at (800) 676-6858 or (210)
301-6440

An access fee of $.08 per page (rate ncrease effective January 152,2005), as approved by
the Judicial Conference of the United States, will be assessed for access to this senice. Al
inquiriees will be charged o your PACER account. If you do not need filng capabilities, enter
your PACER login and password The Clent code is provided to the PACER useras a
means of tracking ransactions by client. This code can be up to thirty bao alphanumeric
characters long

Aukentication

IRE

You DO NOT need a client code for an ECF Login.

Logging in to ECF/PACER

o Enter your ECF login name
and user password in the
appropriate data entry fields It
is important to remember that
all ECF login names and
passwords are case
sensitive.

o Verify that you have entered your
ECF login and password correctly.
If not, click on the [Clear] button
to erase the login and password
entries and re-enter the correct
information.

o After you enter the correct login
and password information, click
on the [Login] button to transmit
your user information to the ECF
system.

o If the ECF system does not recognize your login and password, it will display the following error message
on a new screen. “Login failed either your login name or key is incorrect.”
e Click on the web browser [Back] button and re-enter your correct login and password.
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Frame 4-4 Menu Features

4 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explarer

Criminal .

T.S. District Court [TRATN]
District of Colorado [TRAIN]

Official Court Electronic Document Filing System

The United States District Court, District of Colorado, welcomes you to CM/ECF, Version 2.4.
The Court went Live on Civil Electronic Case Filing (ECF) on June 20, 2005.

The Court allows the electronic filing of documents in civil cases. The Court will implement criminal ECF in the fall of 2005, Users may contact the Court's ECF Help
Desk, toll free, at 1-866-365-6381 or 303-335-2050. The Help Desk e-mail address is cod_cmecfi@eod uscourts gov. The ECF Help Desk is supported Monday to Friday,
between the hours of 2.00 a.m. and 5.00 p.m. Mountam Time. sl

This facility is for Official Court Business anly. Ackivily to and from this site is logged. Document fllings on this system are subject to Federal Rule of Civil
dure 11 af’ d or criminal activity will be forwarded io the g, aie law afficials,

Walcame to the U S Disirict Court [TRAIN] for the District af Colorade [TRAIN] Rlecironic Documant Filing System. This page is jor the use by altorneys and
Firms participating in the electranic filing sysiem. The mast recent version af the Nelscape brawser and the Adahe PDF reader carn be obtained by selecting the
Neiscape/PDF Settings option listed below.

hiites af your broswer, Mosi screen displays in this system are split fo provide a small top

hiy jor rew naviga Hps

You should become familiar with the na
frame for Reviaw apa’s frams

ast login: 09-12-2005 ECD

120une2003 =l

Netscape/PDF Sattings

Note: The date and time you last logged into the system appears at the bottom left
corner of your screen. You should review this information each time you log in. If you
believe the date and time of your last log in are not correct, or you suspect an
unauthorized party is using your login and password, telephone the court's Help Desk
with this information as soon as possible.

ECF Menu Features and other
information

e The Blue Menu bar is displayed at
the top.

o Civil Select Civil to electronically
file all civil documents.

e Criminal Select Criminal to
electronically file all criminal
documents.

Query Select Query for specific
case information. You will be
prompted to enter your PACER
login and PACER password
before you can continue your

query.

Reports Select Reports to
retrieve calendar events, cases-
filed reports, and docket sheets.
You will be prompted to enter your
PACER login and PACER
password before you can continue
to run your report.

o Utilities View your personal ECF
transaction log and maintain
personal ECF account information
in the Utilities function of ECF.

Logout Log off of the ECF
application.

Basic Manipulations

When using the ECF system, there are three basic processes which allow you to move from screen to screen.

e  First, text boxes where you enter data such as case numbers or text information.

e Second, use the [Next] button or the [Submit] button to accept entered data and display the next data entry screen.
To retrieve the previous screen to correct data entry errors, use the [Back] button on the web browser toolbar.
e Third, there are [Browse] buttons to allow you to browse your folders/ locations to select PDF documents and

attachments.

NOTE: Users should avoid using the [Back] button in complicated transaction, as it is easier to just start
over. When using the [Back] button, a user may not use the [Forward] button on the web browser when the
correction has been made. Progression must be made using the ECF buttons.
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Steps Related to Filing Documents in Civil and Criminal Cases

There are eight basic steps for filing a document in a civil or criminal case in ECF:

1.

2.

3.

7.

8.

Select the Type of Document to File (i.e. motion, notice, Answer, etc.)
Identify the Case number for Which the Document is Being Filed
Designate the Party for Whom the Document is Being Filed

Specify the PDF Document to File

Additional ECF Information (i.e. various check boxes or text box entry based upon the type of document
being filed)

Modify the Docket Text as Necessary
Submit the Document to ECF

Receive the Notice of Electronic Filing

The eight basic steps listed above are common to all civil and criminal documents to be filed.

-10 -
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Chapter 5
Civil Case Docketing

Registered filers will use the Civil feature of ECF to electronically self-file and docket with the court a variety of
documents in civil cases. A comprehensive list of the ECF civil events available to registered users can be
accessed through the Reports link on the CM/ECF Menu Bar. There is no charge to access this report and it is
the most accurate and up to date version of the ECF civil events. You may also use the Windows find feature to
easily search for the proper event.

For purposes of this User Manual, Miscellaneous and Judgment cases should also follow the practices listed in
the Civil section.

Filing a Civil Case Initiating Document (New complaint or Notice of removal)

Civil case initiating documents shall be filed in accordance with the procedures in the New Cases section of the
Electronic Case Filing Procedures.

Civil case initiating documents shall be submitted by ECF registrants in electronic form by (1) e-mail, (2) 3.5”
disks, or (3) CD. The clerk’s office will post these documents to ECF.

Submitting Initiating Document(s) by E-Mail

e Create PDF versions of the Civil Complaint, Civil Cover Sheet (JS-44), and Summons forms (if
appropriate).

e Create an e-mail addressed to the clerk’s office e-mail address for new cases:
newcases@cod.uscourts.gov.

¢ Inthe subject line of the e-mail indicate this is a new case by typing “new case” and the short case title
(e.g. “New Case — Jones v. Smith).

¢ Inthe e-mail indicate how the party will be paying the filing fee.

o If the initiating party is requesting the issuance of a summons, the e-mail must state how the party
would like the summons returned.

e Attach PDF versions of the case initiating documents in the e-mail
e Send the e-mail to the clerk’s office.

After review and processing, the clerk’s office will open the case in ECF and inform the initiating party by the
Notice of Electronic Filing (NEF) when the case has been filed.

Initiating documents may also be submitted on CD or 3.5” disk(s) per the ECF Procedures. Please refer to the
ECF Procedures for more information on submitting in those mediums.

-11 -
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As an illustration, this section of the User Manual describes the basic steps you will need to take to file an answer
with the court. The process for filing other types of documents using other civil events is similar.

Frame 5-1 Selecting the type of document to file

'5 CM/ECF TRAIN - LLS. District Court:cod - Microsoft Internet Explorer

J Ele Edt Vew Favorites Tools Help

J PBack v = - @ it | @Search (G| Favorites @Media @ | %v =h W @
| Address | ] https:ecf-train. cod.uscourts.gov/cgi-binflogin. pi7370864834526336-L_238_0-1

| msn¥® -
|Liks (]0C Intransk Home  €]DC CM_ECF Page &]Gaogle @] 3Met (@] Test (LIVE) DB- Internal ]DC Test DB -Internal  @]SDSDDCPage 4] USDC External WebPage

|__&E

j| ;\Search ~ #Highlight | .‘?Opt\ons |YPOp-upsE\ocked(203) v - Hotmall 3Messenger gMyMSN

Criminal Query + Reports Utilities . Logout
Civil Events
Initial Fleadings and Service Other Filings
ADR Documents
Setvice of Process Discovery Documents
Answers to Complaints Motices
Other Answers Trial Documents
Appeal Documents
MMotions and Related Filings Other Documents

Ifotons
Respenses and Replies

Selecting the type of
document to file.

Filing an Answer to
Complaint

o After successfully logging
into ECF, click on Civil from
the blue menu bar at the top
of the ECF screen.

o Civil Events window opens
displaying the major
categories of events used to
file documents with the
clerk’s office.

e Select the Type of Document
to File.

e To file an answer, the user
should click on Answers to
Complaints under Initial
Pleadings and Service.

Frame 5-2 Identifying the case

/3 CM/ECF TRAIN - LS. District Court:cod - Microsoft Internet Explorer =l=1x|
File Edit View Favorites Tools Help
wBack = - @ &t | Qzearch GFavortes Gvede A | B S W - HE R

Address [ @] hitps: fecf train cod.uscourts govjegr binflogin. pl7S70BE4E94EZ6336-L_238_0-1 =] @sa

| msn® v| ~|| Psearch - Prighioht | 4Joptions | [ Pop-ups Blocked (203) - - Hotmail g8 Messenger | &My MM

JLinks &]DC Intranet Home @ ]DC CM_ECF Page & ]Google @] MHet & Test (LIVE) DE- Internal 4 |DC Tesk DB -Internal & ]SDSDDC Page (& |USDC External WebPage ”“ L

Criminal Utilities

Query

Reports Logout

lAnswers to Complaints

Case Numher

05cw124 00_12345, 1.90-0v-12345, 1-99-¢v-12345, 000v12345, or 1:09c+12345
MNext Clear

@& [ & [ mtemet

Identify the case

o |dentify the Case for Which
the Document is Being Filed.

¢ Enter the number of the case
for which the document is
being filed.

e Click on the [Next] button.

e |f you submit a case number
that is formatted
incorrectly, ECF will display
an error message advising
you of the correct format for
entering the case number.

¢ Click [OK] to acknowledge
and close the error message.

e Click the [Clear] button on
the Case Number screen
and re-enter the case
number in the correct format.

e Click on the [Next] button.

Frame 5-3

in this field to avoid filina yvour document in the wrona case.

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered
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Frame 5-4 Designating the filing party

/3 CM/ECF TRAIN - LS. District Court:cod - Microsoft Internet Explorer

Help.

Fie Edit View Favorites Tools

» - @ [ A | Boearch Gravortes | Gwede 8 | By S i - 5 B &
Address [{&] https:/fecf-train.cod.uscourts. govfegr-bin/logn. pl7370864894826336-L_238_0-1

msn" - | =]| jPsearch « PHighiatt | )options | [IPop-ups Blocked (203) -
ks &]DC Intranet Home  &]DC CM_ECF Page @& Google  @]3-Met @] Test (LIVE) DB- Internal  @]DC Test DB -Internal (@]SDSD DC Page & |USDC External WebPage

i Back +

Hotmal 3 Messenger | 3 by MShl

Criminal Utilities

Query

Reports Logout

Answers to Complaints

1:05-cv-00124-EWI Duck v. Perky's BBQ

Select the filer.

Select the Party:

Add/Create New P
-Porky's BEQ [Defendant]

Designating the filing party.

o After identifying the Case
Number, ECF provides you
with a list of parties involved
in the case.

¢ Highlight the name of the
party for whom you are filing
the document.

¢ If you represent more than
one party, select multiple
parties by holding down the
[CTRL] key while pointing
and clicking on each party
you represent. If done
correctly, each party

Not| Clewr| selected will remain
highlighted.

o After highlighting the parties
to the document, click on
the [Next] button.

/€] Done [ & [ mtemet
Frame 5-5

Party hyperlink, ECF returns an error message advising you of this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-
365-6381 or 303-335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s
information. Only court personnel can add or create new parties to a case. If you click on the Add/Create New

Frame 5-6 Attorney/Party association screen

Criminal

Reports

Answers to Complaints
1:06-cv-03001 Doright v. Sinister

The following attorney/party associations do not exist for the above case(s).
Boxes are PRE-CHECKED to indicate the attorney representng the filers.

If the association should NOT be created, uncheck the

W

m Sinister (pty:dft) represented by Attorney Yee {aty)

INe:

Clear

Attorney/Party Association Screen

o If this is the first time the attorney
is filing in the case, the
Attorney/Party Association window
will appear. The purpose of the
window is to create an association
(“link”) between the attorney and
the party.

e The box is Pre-checked to indicate
the attorney does represent the filer
that was selected in the previous
screen.

o If the attorney DOES NOT
represent the parti(es) listed, the
attorney MUST un-check the
box(es) to indicate the party_IS
NOT represented by the attorney
doing the filing.

o Click the [Next] button.
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Frame 5-7 Linking

/2 C™M/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

Fie Edit Wiew Favortes Tools  Help

s=Back ~ = - 7} | Bsearch GaFavorites @ Media (8 | EN- S -HERA

Linking the Answer to the Complaint

e Check the Include box next to the

document for which the answer is

being filed.

Address [&] hitps:f/ecf-train. cod. uscourts. gow feai-bin login pl7 370564894826 336-L_238_0-1 =] @a
msn! - | ~|| JOSearch - #Highlight | Joptions | (3XIPop-ups Blocked (203} ~ . Hotmail &% Messenger | My MSH
Links @&]DC Intranet Home  @&]DCCM_ECF Page  @&]Google  @&]3-Net & Test (LIYE) DB- Internal  4&]DC Test DB -Internal  &1SDSD DT Page 42 USDC External WebPage H - -

Criminal

Query

Reports utilities Logout

lAnswers to Complaints

1. 05-cw-00124-EWWMN Duck v _Porkey's BEQ

Include
~

Date # Docket Text

02/01/2005 1 COMPLATINT against Porky's BBEQ (Filing fee § 250.) , filed by Daffy Duck
(wiy, ) (Entered: 02/07/2005)

Click on the [Next] button.

If a box is not checked, an error
dialogue box will appear with the
following message: “You did not

Criminal . Utilities .

Query  +

Reports . Logout

IAnswers to Complaints
1:05-0-00124-EWN Duck v. Porky's BBQ

Select the pdf document (for example: C199cw501-21 pdf)
Filenarme

| Browss...

Attachments to Document: ¢ No © Ves

[0S | [ ] select a docket entry to answer.”
e Since this is an Answer to a

Complaint, the event must link
the answer you are filing to the
Complaint being answered.

&1 Done [T & (@ reernet

Frame 5-8 Specifying the PDF document Specify the PDF document to file.

/2 CM/ECF TRAIN - ULS, District Court:cod - Microsoft Internet Explarer =l e ECF pI’OVideS the filer an entry box

J Fle Edt View Favorites Toos Help i to indicate the main document as

| wbak o Q[ A | Qe Garavmes Gress BB F - HE R well as indicating, via the

e ] s et cod usecurts.qoslcgbiflogin o L 4540616811641-L._238 11 x| @ attachment radio button, if there

are any attachments to the main
document being filed.

e Click the [Browse] button.

Frame 5-9 Viewing the PDF document

-2 CM/ECF TRAIN - U_S._ District Court:cod

Choosofile @
=] « ®=cr Ev

Look in: I@ extarnal pdfs fortrng

| olaint. peke
arrest warrant-1.pd
arrest warrant-2. pd
arrestreturn 1. pof
arrestreturn 2. pof

attachment_1.pdf N MetWare Copy...
aw-wp 1. pdf
aw-wp 2. polf Scan for Yiruses. ..
brief_support. pdf Open YWith G
brief_support-cr.pd) Quick View Flus
exhibit_a . pdf Quick Print
ndictrment. pof .
rmotion_protective_ Helel e i
Send To g
Cut
File name: Ig Copy LI Open I
Files of type: IK Create Shortcut ;I Cancel |
Delete £Z
Renarme
Froperties

Viewing the PDF document.

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

The court highly recommends you
right click and open the document
up in Adobe Reader (or Adobe
Acrobat) to view the PDF document
to ensure it is the correct PDF
document you wish to file.
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Frame 5-10

correct documents in the ECF application.

Note: It is highly recommended you view the PDF document and any attachments to ensure you are filing the

Frame 5-11 Review the PDF document

& Adobe Acrobat Prafessional - [answer_complaint.pdf]

—=x]
) Eile Edit View Document ZTools Advanced Window Help =1=]%]
= »
2 =
£
E In the United States District Court
| for the District of Colorado
Case No 05-cv-00000
Doright, Plaintiff
Vs
= Sinister, Defendant
s/Aty Stiles
Aty Stiles
901 19% 5t__ Ste. 103
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)
) File Edit “iew Document Tools Advanced “Window Help =

United States District Court
District of Colorado

Signatures \I Bookmarks

CERTIFICATE OF SERVICE

I hereby certify that on 00/00/05. I electronically filed the foregomng with the Clerk of Court using the CM/ECF
system which will send notification of such filing to the following email
addresses:

Aty Stiles
dustin_stiles@cod uscourts.gov

Chris Vagner
chris_vagner@cod.uscourts.gov. cod_aty@yahoo.com

Jack Yee
Jjack_yee(@cob.uscourts.gov

and I hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manner (mail, hand delivery, etc.) indicated by the non participant’s name:

Cornments

NONE

Review the PDF document

e Each PDF attached is limited to the
2 MB court standard on document
size, but a transaction with
attachments may exceed the
standard.

e When viewing the PDF document,
check the document for items such
as:

e court
e case number and style
e parties
e correct
document

e The signature (i.e. s/ and the
attorney name

o |Is the “Certificate of Service” part of
the main document?

e The “Certificate of Service” does not
need to be a separate attachment.
It's considered to be part of the
main document.

e The s/ on the “Certificate of Service”

can be the attorney or the
secretary, paralegal, or
administrator.
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Frame 5-12 Review the PDF document (continued)

B2 Adobe Acrobat Professional - [answer_complaint. pdf]
E\\e Edit Wiew Document Tools Advanced Window Help

Bookmarks

natures

In the United States District Court
for the District of Colorado

Choose file

Lookin: | ‘= extermal pdfs for tmg

(2]

arrest warrant- 1. pof
arrest warrant-2. pof
arrestreturn 1.pdf
arrestreturn 2.pdf
attachment_1.pdf

brief_support. pdf
brief_support-cr. pof
exhibit_a . pdf

indictment. pof
motion_protective_order. pdf

roticn_supress-cor. pof
rRotion_supress-or-new. pof
roposed_order.pof
proposed_order_cr.pdf

File name:

[an=wer_complaintpor

Files of type [~ Files ¢

[ 1]

Review the PDF document
(continued)

o After viewing the PDF document,
close the Adobe application.

e Click on the [OPEN] button to
populate the entry box for the
filename.

Frame 5-13 attaching the PDF document

A CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

]Fi\e Edit View Favortes Tools Help HAddress &) hitps:ffecHtrain.cod. uscourts. govicg-bindogin pl?413260370177234-L_238_0-1| @Go

J EBack v = v @ 1 4 ‘ D Search (Favorites EMedis |® | B\ A= NS AE N KN

Civil +  Criminal + Query

1:08-cv-01000-EWN Doright v. Sinister

Select the pdf document (for exzample: C1199cv501-21 pdf)
Filename

Reports

Utilities

Logout

?

Ly

Attaching the PDF document

e The Filename box is now filled with
the name of the main document.

o |f there are attachments to the
main document, click on the
[No] radio button.

o Click the [NEXT] button.

Frame 5-14 additional ECF information

3 (CM/ECF TRAIN - U.5, District Court:cod - Microsoft Internet Explorer Jﬂﬂ

J Fie Edt Mew Favortes Tools Help EI
J Bk - = - Q4 A | Qzearch [ilFavorkes hMeda §3| B-SW- =200

| Acdress [] https:feck-ain.cad uscourts.qovjecihinfogin pi1 154981881 1841-L_238,0-1 | Pa

Criminal .

Query

nswers to Complaints
1.08-cv-00124-BWN Duck v, Porlky's BEQ

I™ Does this filing inchide a counterelaim ? (T yes, click on the boz)
I™ Does this filing inchide a cross-claim 7 (IF yes, click on the boz)

I™ Does this filing inchide a third-party complaint? (I yes, chick on the box)

Reports

Utilities

Logout

Additional ECF information

¢ In the filing of an Answer to
Complaint, ECF will display check
boxes to further determine
processing requirements.

¢ In this example, an “Other Filing
Question” screen asks the filer if
this filing includes a counter claim,
cross-claim, or a third party
complaint.

e The filer should check any that
apply.

o If none apply, click on [Next]
button without checking any of the
check boxes.
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Frame 5-15 More ECF information

2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

J File Edit View Favorites Tools Help “Addreas @https flecf-train. cod.uscounts. govicgi-hindogin.pl?118353819192947-L_238_0-17
J “Back * = ~ @ (4] ﬁl Qisearch [ Favorites “iMedia o9 ‘ By & A E| [&
|Links €]DCTEST ATY €]DCTEST DCN @]1DC TRAIN -ATY €]DC TRAIN- DCN €]DC LIVE ATY €]0C LIVE DCH €1DC Intranst Homs

Utilities

Logout

Criminal . Query Reports .

lAnswers to Complaints
1:05-cw-01000-EVWHN Daright v. Sinister

Does this Answer include a ury demand Y/N7) N‘
Next | Clear |

More ECF Information

Another ECF screen is displayed
to ask if this Answer includes a
jury demand.

A “Y” or “N” entry is requested.
In our example, we'll enter a

“N”

Click on [Next]

Frame 5-16 Modify docket text, as necessary

3 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
J File Edit View Favarites Todls Help HAddress @] hitps:/feci-train. codt uscourts. govicgi-bin/lagin 7 118363819192047-L 231

Civil +  Criminal + Query « Reports .«  Utilities

SECF

Answers to Complaints
1:05-cy-01000-EWN Daright v. Sinister

Docket Text: Modify as Appropriate.
IDefendant's ANSWER to Complaint filed by Dudley Daright

by Sam Sinister. (Yee, Jack)

Modify docket text, as necessary

The docket text modification
screen will be displayed. This
provides an opportunity for the filer
to add text to further define the
entry.

Wherever there is white space, the
filer may enter text. It's optional.
For example, in the first text box,
you may enter “Defendant’s” in the
text box so the docket text will
read “Defendant's ANSWER to
Complaint...... " If nothing is
entered, the docket text will read
“ANSWER to Complaint...... ”
After entering all applicable docket
text, click on the [NEXT] button.

Frame 5-17 Submit the document to ECF

M/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JFiIe Edit View Faworites Tools Help HAddr’ess @httpsHecf—train.cod.uscourts.govfcg\—bina’login.p\'ﬂ1835381919294'

Utilities

SECF

iAnswers to Complaints
1:05-cv-01000-EVWIN Doright v. Sinister

Civil Criminal « Query . Reports «

Docket Text: Final Text
Defendant’s ANSWER to Complaint filed by Dudiey Doright by Sam Sinister.(Yee, Jack)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no farther opportunity to
modify this transaction if you continue,

Submit the Document to ECF

THIS IS THE “LAST” SCREEN
FOR YOU TO REVIEW!!

If you click the NEXT button, the
transaction is posted to the
database.

Click on the [Next] button to
commit the transaction

Frame 5-18

gueued up to be sent as an e-mail to parties.

Note: ECF displays a “Final warning” indicating if the [Next] button is clicked, the transaction is completed and it is
entered into the ECF database and the Notice of Electronic Filing (NEF) is created and displayed. The NEF is

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button in complicated transaction, as
it is easier to just start over. When using the [Back] button, a user may not use the [Forward] button on the web
browser when the corrections have been made. Progression must be made using the ECF buttons.
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Frame 5-19 Notice of Electronic Filing (NEF)

Criminal Query

Motions
1:05-cw-01000-REE Good Guys, Inc. v, Bad Guys

. 5. District Court [TEST]
District of Colorado [TEST]
Notice of Electronic Filing

The folloswing tr ansaction was entered by Yee, Attorney on 8/11/2006 at 1:30 PM MDT and filed on 8/11/2006

Case Name: Good Gugs, Inc. v. Bad Gugrs
Case Number: 1.05-crw=1000
Filer: Bad Guys

Document Number:- 14

Docket Text:

First MOTION For Extension of Time to regremns i aredemrby Defendant Bad Guys. [Yee, Attorney]
1:05-cw-1000 Hotice has been electronically mailed to:

Joe Smith  cod_aty@iahoo. com

Ath

1:05-cw-1000 Hotice has been mailed by the filer to:

The follo RS = A CIOT

Document description:Main Document

Original filemame :1/a

Electronic document Stamp:

[STAMP deectStamp_I=107 1006659 [Cate=8/11/2006] [File Mumber=68377-0]
[2a60f91d850aa8cb923bEE0212e2a0f4247411eab5cob0421835282457cd9f lboeibl
ebdd152 IbcebdSdef647edede2d3cSE5T67 Taddsbe3cTalf30f5b44clc]]

Notice of Electronic Filing (NEF)

e The Notice of Electronic Filing
(NEF) is displayed.

e This is your “receipt” of the filing.

¢ If there are name(s) and addresses
displayed below the
“Notice has been mailed by the
filer to:” you must print a copy of
the NEF and mail along with the
document(s) you filed to the parties
displayed.

¢ In this example, there are none
displayed.

e You will generally see names and
addresses for pro se parties and
attorneys that may not be registered
to be an e-filer.

Frame 5-20

and save a copy of the Notice of Electronic Filing.

Note: The Notice of Electronic Filing is your proof of filing and the official file mark. You should always print

document was properly docketed.

After a document is electronically filed, the ECF system sends a Notice of Electronic Filing to the designated attorneys and
parties who have supplied their e-mail addresses to the court. Individuals who receive electronic notification of the filing are
permitted “one free look” at the document by clicking on the associated hyperlinked document number embedded in the
Notice of Electronic Filing. The filer is permitted “one free look” at the document and the docket sheet to verify that the

section have consented to receive notice electronically.

Note: Users may not use the court’s electronic notice facilities for parties listed in the “Notice will be
delivered by other means to:” section. The user filing the document is required to serve these documents in
paper format in accordance with the rules. Only users listed in the “Notice will be electronically mailed to:”

Filing a Motion

As an additional illustration, this section of the User Manual describes the basic steps you will need to take to file
a motion with the court. The process for filing other types of documents using other civil events is similar.

Frame 5-21 Selecting Motion category

Criminal Reports

[Criminal Events

harging Instruments and Pleas
Plea-Related Documents

Motions and Related Filings
Motions

Supporting Documents, Responses and Replies

Other Filings
Waivers
Service of Process
Motices
Trial Documents
“ppeal Documents
Other Documents

Selecting Motion category

e The user should click on Motions under
Motions and Related Filings.
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Frame 5-22 Selecting the specific motion

2l CM/ECF TRAIN - U_S. District Court:cod - Microsoft Internet Explorer

Criminal

Order =1
Order of Sale

Partial Summary Judgment

Permanent Injunction

Preliminary Injunction 1
Proceed In Forma Pauperis

Produce

‘Protective Order

MNext | Clear |

JFiIe Edit “iew Faworites Tools Help “AddressI@https:ﬂecf—train.cod.uscourts.govfl:gi

Selecting the specific motion

e This menu has a scroll bar next to it.
Scroll through the menu until you locate
the type of motion you wish to file.
Highlight Protective Order

e Click on the [Next] button

Frame 5-23 Case number entry

< CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explorer

JFiIe Edit “iew Faworites Tools Help |JAddressI@https:ffecf—train.cod.uscour‘ts.govﬁcgi—bim

Case number entry
e Enter the number of the case for the

filing.

Criminal

Case Number

Mext | Clear |

|05GV1 000 9912345, 1:99-cv.12345, 1.00. cv.12345, 99cv12345, or 1:99cv12345

Reports

e If you submit a case number that is
formatted incorrectly, ECF will prompt
an error message advising you of the
correct format for entering the case
number.

e Click [OK] to acknowledge and close
the error message. Click the [Clear]
button on the Case Number screen and
re-enter the case number in the correct
format.

e Click on the [Next] button.

Frame 5-24

field to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered in this

Frame 5-25 Selecting the filer

2 CM/ECE TRAIN - U.S. Diotrict Court:cod — Microsoft Intornot Exploror

File Edit  “iew Fawvorites Tools  Help

= Back — = — @ 23 | @ Search [ilFovorites  @Fhedic | o2 | Eh— o5 ==

[N

n.cod.uscourts. gow/eai-hinfdogin.pl 7?1 265089324956893-L_238_0-1

Address [E1 nipsvectt

Links &£]DC TEST AT  &lDC TEST DCH

Ciwil - Criminal

Responses & Replles

1.05 0104001 - EWI USA v, Quack el al

select the mer.
Select the Party:

USA [Plaintiff]
Quack. Joe (1) [Defendany

Monday - Friday. trom 3:UU a.m. to S:UU p.m. (MIF1/MS T with the parties you wish to add.

Noxt Clear I

EIDC TRAIN —ATT  EI1DC TRAIN - DCN  =10C LIVE AT

(©Only comrt personnel can add new parties. Contact the Help Desk at 1-S566-365-6381 or 203-335-2050

Eioc Live oon &

Utilities

Selecting the filer

¢ Highlight the name of the party for whom
you are filing the document. If you
represent more than one party, select
multiple parties by holding down the
[CTRL] key while pointing and clicking
on each party you represent

o |f done correctly, each party selected will
remain highlighted.

¢ After highlighting the parties to the
document, click on the [Next] button.
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Frame 5-26

advising you of this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-365-6381 or 303-
335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s information. Only court personnel
can add or create new parties to a case. If you click on the Add/Create New Party hyperlink, ECF returns an error message

Frame 5-27 Attaching the main PDF document

2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JFiIe Edit “iew Favorites Tools Help

|J Address I@ https:#ecf-train. cod. uscourts. gow/cgi-bin/

=
E CF Civil » Criminal . Query Reports
Motions
1:05-cv-01000-EYWM Daright . Sinister
Select the pdf document (for example: CA199cw501-21.pdf).
Filename
I Browse... |
lAttachments to Document:  Ho 0 Yes
Next | Clear |
Frame 5-28 The choose file dialog box
‘A CM/ECF TRAIN - U.S. District Court:cod - Microsoft Inte
Choose file JE3E3 | i

Laook in: Iaenernal pdfs far tmg

H s ®2EeEr

Eanswer_comp\aint.pdf
ﬁarrest warrant-1. pdf
ﬁarrest warrant-2. pof
[Elarrestraturn 1 plf
ﬁarrestreturn 2 pdf
'@attachment_] pdf
aw—wm pdf
aw—WpZ.pdf
'@brief_suppor‘t.pdf
ﬁbriefﬁSuppUn—cr.pdf
[Eexhibit_a pdf
[Bindictment pof

Select

Open with Acrabat 6.0

@ motion_supress-cr. pof
motion_supress-cr-new. pdf

@ proposed_order. pdf
proposed_order_cr.pdf

Frint df

File name:

Files aftype: M MetWare Copy...

Open |
Cancel |
4

Scan for Yiruses

Cpen 'With +
Quuick Wiew Flus

Cluick Print

Attaching the main PDF document
¢ Click the [Browse] button.

e The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have the PDF
document.

The court highly recommends you right
click and open the document up in
Adobe Reader (or Adobe Acrobat) to
view the PDF document to ensure it is
the correct PDF document you wish to
file.

Each PDF attached is limited to the
2 MB court standard on document
size, but a transaction with
attachments may exceed the
standard.
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Frame 5-29 Review the PDF document

In the United States District Court E’
for the District of Colorado

Doright, Plaintitt

I Fagesi Layers ‘I Sqmanues i Baokmarks ™.
n
I
a
c
o)
v
|
o]
<
|
=]
Q
=}
=}
=

Vs

Sinister, Defendant

I Zamirens

Motion for Protcctive Order

s/Aty Stiles

Aty Stiles

901 19" 8t te. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

B Adobe Acrobat Professional - [brief_support-cr.pdf]
T File Edit ‘“iew Document Tools Advanced Window Help

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

I hereby certify that on 00/00/05. I electronically filed the foregoing with the Clerk of Court using the CM/ECF
system which will send notification of such filing to the following email
addresses:

[ Pages ff Lsyers f Signatures “f Bookmarks

Aty Stiles
dustin_stiles@cod.uscourts.gov

Chris Vagner
chris_vagner@cod.uscourts.gov. cod_aty@yahoo.com

Jack Yee
Jjack_yee(@cob.uscourts.gov

and 1 hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manner (mail. hand delivery. etc ) indicated by the non participant’s name:

Comments

NONE

Frame 5-30 Adding the PDF filename

Choose file J 3
Lock in I@ extemal pdfs far tmg j = Cf Ev
answerﬁcomplaint.pdf mationisupress—cr.pdf
arrest warrant-1. pof @matlon_supress—cr—new pdf
arrest warrant-2. pf @proposed_order.pdf
E arrestreturn 1.pdf @proposed_arder_cr pf

arrestreturn 2.pdf
'@attachmem_lpdf
'@aw—wp].pdf
@aw—wpzpdf
@brlef_suppor‘t.pdf
@brief_support-cr.pdf
@exhib\t_a plf
'@mdidment.pdf
on

e aorder

cif:

N

File name Imotion_protedive_order.pdf j ;
T —
Files of type: IAII Files {**) j Cancel |

&

Review the PDF document

¢ When viewing the PDF document, check
the document for items such as:
e court
e case number and style
e parties
e correct
document

o the signature (i.e. s/ and the attorney
name

e After viewing the PDF document, close

the Adobe application by [clicking] in
the “x” in the top right corner of the
Adobe application.

e Click on the [OPEN] button to populate
the entry box for the filename.
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Frame 5-31 Attaching the main PDF document (continued)

‘File Edit “iew Faworites Tools Help HAddresSI@https:ffel:f—train.cud.uscuuﬂs.guvﬁcgi-bi

Criminal Reports

esponses and Replies
1:05-cw+-01000-EW¥WN Doright v. Sinister

Zelect the pdf document (for example; CA199cvS01-2
Filename

Ne:

Clear |

Frame 5-32 Attaching additional documents to the main document

2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
J File Edit “iew Faworites Tools Help HAddress € hitps #eci-train. cod. uscours. gov/cgi-hinflogin. pl?761 1795480381888-L_236_0-17

Utilities .

Criminal . Query -« Reports . Logout

Motions
1:05-cv-01000-EVWM Doright v, Sinister

[Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendix pdf).

Filename

I Browse...

[2) At your option, select a document category, enter a description, and select a type.
Category Description

=l

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames iz complete, click on the Next button.

Add to List

Remove from List |

Next

e The Filename box is now filled with the
name of the main document.

R 4

e If there are
attachments to the
main document,
click on the [yes]

Ly radio button.

e Click the [NEXT] button.

Attaching additional documents to the
main document

e The attachment screen is displayed

e Click the [Browse] button.

Frame 5-33 The choose file dialog box

‘A CM/ECF TRAIN - U.S

Choose file 2 x|
Loak in: I_\Jextema\ pfs for trng j = e B
@answer_complaint pdf @mmtion_supress—cr pdf
@ arrest warrant- 1. pof
Flarrest warrant-2. pdf
Earrestreturn 1.pdf
@arrestreturn 2 pdf
@attar:hment_‘l pf
@aw-wm.pdf
7] sw-wp 2. pof N NetWare Copy...
Elbrlef_suppor‘t.pdf
@brief_suppor‘t—cr.pdf Scan for Viruses. ..
) exhibit_a pdf Open With 4
Flindictrnent. paf Quick View Plus
@mationiprotemiveiorder.pdf Quick Print
Add to Zip
Send To L4
File name: Iproposedfcrder.pdf Dpen
_ - Cut
Files of type: IAII Files () Copy ancel |
v

The choose file dialog box

e The Choose File dialog box will appear
and you can navigate to the folder (or
location) where you have the PDF
document.

e The court highly recommends you right
click and open the document up in
Adobe Reader (or Adobe Acrobat) to
view the PDF document to ensure it is
the correct PDF document you wish to
file.

o After viewing the PDF document,
[Click] the Open button to populate the
ECEF filename box
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Frame 5-34

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in
the ECF application.

Frame 5-35

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in
the ECF application.

Frame 5-36 Adding to the attachment list Adding to the attachment list

e The Filename entry box should be
filled in with the attachment.

Criminal . Query Reports . Utilities . Logo

Motions
1.05-cy-01000-EVyI Daright v. Sinister

e Under the Category entry box, there is
a drop down arrow to allow you to

Select one or more attachments.

1) Enter the pdf document that contains attachment (for example: Ciappendiz pdf). Se|eCt the type Of attachment |t iS.
Filename
|T:\Extema| Training'external pdfs foi Browse... e Click on the drop down arrow to see
) At your option, select a document category, enter a description, and select a type the ||St Of attaChment typ'ES. If the type
Category Description does not fit the attachment, select the
[Proposed Order (PDF Onty) ]| blank entry.
3) Add the filename to the list boxz below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button
: e You can enter a description to provide
Addto List additional information.
Remove from List | .
e For example, if you have to break up
Next an exhibit, you can enter the page

numbers of the exhibit being

) submitted. In the
In this example, we’ve selected the “Proposed Order (PDF Only)” from the Category Description field you can enter Pages

list. We do not need to enter any more descriptive text. 1 — 30 of Exhibit A.

NOTE: Whatever is selected from the Category list is concatenated with text
entered in the Description field. If “Exhibit” is selected from the Category list
and “A” is entered in the Description field, the docket text will read

“Exhibit A”

21 At your option, select a document category, enter a description, and select a type.

Category Description

| Exhibit A

Frame 5-37 Add to list box Add to list box

Criminal - Reports . Utilities . o Clle on the [Add to LIS'[] button.

Motions

1:05-cv-01000-EY¥YM Daright v, Sinister

e The filename of the attachment is
displayed in the list box.

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Chappendis pdf)
Filename

[ Brawse... ¢ Repeat the steps above to add
additional attachments.

2) At your option, select a document category, enter a description, and select a type.
Category Description

[ &l ¢ In this example, we have only one

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button
attachment.

T:\Ext | Trainingext I pdfs for trng d_order.pdf |
ernal Trainingexternal pdfs for trng'proposed_order.p Add to List

Remove from List |

¢ Click the [NEXT] button.
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Frame 5-38 Docket text modification screen

Criminal Query Reports Utilities

Motions
1.05-c¥-010071-EvY¥ Doright v Sinister

Docket Text: Modify as Appropriate.

~| MIOTION for Protective Orderl by Defendant Sam Sinister. (Attachments: #
(1) Proposed Order (FDF Only)) (Stiles, Aty)

REE Clear

Docket Text: Modify as Appropriate.

7| MOTION for Protective Orderl by Defendant Sam Sinister.
Eighth =~ | Proposed Order (PDF Omly)) (Yee, Jack)

Ninth

Tenth

Consent
Counter

Cross 1.
Emergency
Endorsed

Ex Parte

Final -

Criminal Reports Utilities

Viotions
1:05-cw-01000-EVYTd Doright +v. Sinister

Docket Text: Modify as Appropriate.

IAmendBd ~| MOTION for Protective Order |from interrogatories by Defendant Sam Sinister.
(At s: # (1) Prop Order (PDF Only)) (Yee, Jack)

Next Clear |

Docket text modification screen

e The Docket Text modification screen is
displayed.

e This screen allows you to enter
optional
docket modification text.

e The “drop down” list allows you to
select predetermined modifiers. You
cannot enter text in this box. This is
optional.

¢ In our example, we'll select “Amended”
as a modifier.

¢ In the text entry box, we'll enter “from
interrogatories” to further describe the
motion we are filing. Again, this is
option. However, this modification can
be helpful to assist you in locating a
motion for viewing or linking in the
future.

e After enter text or leaving blank, click

on the [Next]

Frame 5-39 Final screen

2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

J File Edit ‘“iew Faworites Tools Help HAddress €] hitps: feci-train. cod. uscourts. govicgi-hinflogin. pl 761173548039 1 B89-1
J +Back v = + @ [4] ﬁl QSearch [k Favorites Eitedia o4 ‘ Ghv Sb o E [&

Criminal Reports Utilities

Motions
1:05-cv-01000-EVYMN Daright v, Sinister

Docket Text: Final Text

Amended MOTION for Protective Order from interrogatories by Defendant Sam Sinister. (Attachments: # (1)
Proposed Order (PDF Only))(Yee, Jack)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Next Clear

Final screen

e THIS IS THE “LAST” SCREEN FOR

YOU TO REVIEW!!

e If you click the NEXT button, the

transaction is posted to the database.

e Click on the [Next] button to commit

the transaction.

Frame 5-40

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button in complicated transaction, as
it is easier to just start over. When using the [Back] button, a user may not use the [Forward] button on the web
browser when the corrections have been made. Progression must be made using the ECF buttons.
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Frame 5-41 the Notice of Electronic Filing (NEF)

Query

Criminal

Motions
1:05-c»-01000-REB Good Guys, Inc_ v Bad Guys

. 5. District Court [TEST]
Dristrict of Colorado [TEST]
Notice of Electronic Filing

The following transaction was entered by Yee, Attorney on 87112006 at 1:30 PM MDT and filed on 87112006
Case Name: Good Gugs, Inc. v Bad Guys
Case Number: 1:05-cw-1000

Filer: Bad Guys

Document Number: 14

Docket Text:
First MOTION For Extension of Titae to regrans fr madarby Defendant Bad Gugys
1:05-cw-1000 Notice has been electronically mailed to:

Joe Swith cod_atyp@yahoo.com

Aftorne - —

[Jloob s courts. gov

tel:05-cv-1000 Notice has been mailed by the filer to:

The following document(s) are associated swith this fransaction:

Document description:Main Document

Original filename:n/a

Electronic document Stamp:

[STAMP deectfStamp_ID =107 1006659 [Date=8/11/2006] [FileNumber=68377-0]
[2260£91d350a48ch9230880212e248{42a74110a65c0b04a 1835282457 cd9f lhoedbl
ehd9152 lhcefds9ef647e9ede2d3c5{65(877a8d5h6 3cTa0f30f5h44c1c]]

e The Notice of Electronic Filing (NEF)

is displayed.
e This is your “receipt” of the filing.

o If there are name(s) and addresses

displayed below the

“Notice will be mailed by the filer

other means to:” you must print a

copy of the NEF and mail along with

the document(s) you filed to the parties

displayed.

¢ In this example, there are none
displayed.

You will generally see names and

addresses for pro se parties and attorneys
that may not be registered to be an e-filer.

Filing a Brief in Support of a Motion

As a further illustration, we'll file a brief in support of a motion. Since this repeats screen samples from previous

examples, these illustrations will not display all of PDF documents.

Frame 5-42 Selecting Supporting Documents

EEC F Civil - Criminal . Query
Zivil Events
Initial Pleadings and Service Other Filings Only co
Commplaints and Other Inbatng Documents Motices F from &

Trial Documents
Appeal Docutmnents

Serwice of Process
Angwers to Complaints, Counterclaimes and

Crossclaitns Administrative
Other Answers Appeals

Cther Documents
MIotions and Related Filings
Iiotions
Supporting Documents, Besponses and Replies

Selecting supporting documents

e The user should click on Supporting
Documents, Responses and
Replies under Motions and Related
Filings.

Frame 5-43 Selecting the type of supporting document

Criminal

Responses and Replies

Brief in Support of Motion

Selecting the type of supporting
document.

¢ This menu has a scroll bar next to it.
Scroll through the menu until you
locate the type of document you wish
to file. Highlight Brief in Support of
Motion

e Click on the [Next] button
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Frame 5-44 Case number entry

(@ CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JFMB Edit ‘iew Favorites Tools Help

J “Back ¥ = v @ 4 ﬁ| QSearch (HFavorites Media o3 | EAN=NTRAE NE K

J Address I@ hitps:#ecf-train.cod. uscourts. gow/ogi-bin/ogin.pl? 126508832495683-L_233_0-1

|Links €|DCTEST ATY €IDCTEST DCN €]DC TRAIN-ATY €1DC TRAIN - DON €]DC LIVE ATY €]DC LIVE DCN

SECF

Civil Criminal Reports « Utilities

Responses & Replies

Case Number

|05'3f4001 00.17345, 1.99- -1 2345, 19012345, 0012345, or | 00cv12343
Next | Clear |

Case number entry

e Enter the number of the case for
which the document is being filed

o |f you submit a case number that is
formatted incorrectly, ECF will prompt
an error message advising you of the
correct format for entering the case
number.

e Click [OK] to acknowledge and close
the error message. Click the [Clear]
button on the Case Number screen
and re-enter the case number in the
correct format.

e Click on the [Next] button.

Frame 5-45

field to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered in this

Frame 5-46 Designating the party filing

Criminal Reports

Responses and Replies

1:05-cw-01000-EWH Doright w. Sinister

Select the filer.
Select the Party:

Sinister, Sam [Defendant

Omly court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335-2050
Monday - Friday, from 8:00 a.m. to S:00 p.m. (MDT/MST) with the parties you wish to add.

Next Clear |

Designating the party filing

* Highlight the name of the party for whom
you are filing the document. If you
represent more than one party, select
multiple parties by holding down the
[CTRL] key while pointing and clicking
on each party you represent.

o |f done correctly, each party selected will
remain highlighted.

o After highlighting the parties to the
document, click on the [Next] button

Frame 5-47

advising you of this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-365-6381 or 303-
335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s information. Only court personnel
can add or create new parties to a case. If you click on the Add/Create New Party hyperlink, ECF returns an error message
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Frame 5-48 Attaching the main PDF document

EEC F Civil Criminal . Query Reports

Responses and Replies
1:05-cv-01000-EWI Doright v Sinister
Select the pdf document (for example: Ch199cw501-21 . pdf).
Filename
I Browse... |
Attachments to Document: & Mo © Ves

MNext | Clear |
Frame 5-49 The choose file dialog box
‘A CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Inte

Choose file E}

Lookin: Iaexterna\ pdfs for trng

I +E3EcrE-

ﬁ answer_complaint. pdf
ﬁ arrest warrant-1. pdf
ﬁ arrest warrant-2. pdf
Flarrestreturn 1 pdf

@motianisupressfcr.pdf
'@motan_supress—cr—neW.pdf
'@prupused_urder.pdf
'@pmposed_order_cr pof

ﬁ arrestreturn 2. pdf
r) attachment_1.pcf
ﬁavwwp'l poclf
ﬁaw—pr.pdf

@briefﬁsuppor‘tf
) exhibit_a 8
ﬁlndlc‘tmen P

ﬁmutiun_pmte[

Open with Acrobat 6.0

N Metvare Copy...

Scan for Viruses

File name: Open YWith L j &I
Filles aiars: Cluick View Plus 'l Cancel
Cluick Primt ]
Add to Zip
Send To L

Attaching the main PDF document
e Click the [Browse] button.

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

e The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.

o Each PDF attached is limited to
the 2 MB court standard on
document size, but a transaction
with attachments may exceed the
standard.

e After viewing the PDF document,
close the Adobe application by
[clicking] in the “X” in the top right
corner of the Adobe application.

¢ Click on the [OPEN] button to
populate the entry box for the
filename.
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Frame 5-50 Review the PDF document Review the PDF document

Fio i ™ i e
In the United States District Court
for the District of Colorado

¢ When viewing the PDF document,
g check the document for items such
E as:

E%;; Case No 05-cv-00000 e court

T T e case humber and style

= e parties
= s e correct
document
Sinister, Delfendant
o the signature (i.e. s/ and the
Briclin Support attorney name
s/Aty Stiles
Aty Stiles

901 19% st Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

o After viewing the PDF document,

2 Adobe Acrobat Profossional - [brief_support-cr pdi] close the Adobe application by

) File  Edit View Document Tools  Advanced Window Help _{ [C“Cklng] |n the e |n the tOp rlght
‘§ United States District Court corner of the Adobe application.

] District of Colorado

==

CERTIFICATE OF SERVICE

I hereby certify that on 00/00/05. I electronically filed the foregoing with the Clerk of Court using the CM/ECF
system which will send notification of such filing to the following email
addresses:

Aty Stiles
dustin_stiles@cod.uscourts.gov

Chris Vagner

chris_vagner@cod uscourts.gov, cod_aty@yahoo.com e Click on the [OPEN] button to
Jack Yee populate the entry box for the
jack_yee@cob.uscourts.gov .

filename.

and I hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manner (mail. hand delivery. etc.) indicated by the non participant’s name:

Comments

NONE

5-51 Adding the PDF filename

Choose file [

Look jn: Ia external pdfs fortrng j - e

answer_complaint. pof
arrest warrant-1.pdf
arrest warrant-2_ pdf
arrestreturn 1.pdf
arrestreturn 2. pof
attachment_1.pdf
a1 polf
aw-wip 2. pdf

motion_supress-cr. polf
motion_supress-cr-new. pdf
proposed_order pof
proposed_order_cr.pdf

brief_support-cr.pdf
exhibit_a  pdf
indictment. pdf

motion_protective_order pof < :’

File name Ibr\ef,suppon.pdf j Dpen I
Files of type [l Files ¢4 =1 Cancel |

2|
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Frame 5-52 Attaching the main PDF document (continued)

=l CM/ECF TRAIN - U S_ District Court:cod - Microsoft Internet Explorer

File Edit *“iew Faworites Tools Help

|J Address @ https:ecf-train. cod. uscourts. gowcgi-hindogin. g

S Back = = - & 4 | @ Search [ Favorites

dedia o8 | B> o W -~ =] E] &

Criminal

Responses & Replies
1:05-cr-04001-EVWI LSS v, Quack et al

Zelect the pdf document (for example: CA1939cw501-21-pdL).
Filename

|T:\External Training‘external pdfs fol

Attachments to Document: ¢ Mo & ¥,

Reports

MNext |<T3lear |

Frame 5-53 Attaching

additional documents to the main document

2l CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

| Fila Edit View Fovorites Tools Help HAddrass &1 https #feci-train.cod. uscourts. govcgi-binflogin. pl 7432380560277 101-L_2535_0-1}

| ®Back v+ = ~ @ 2] 4l | Qsearch GFoverites @iMedia <F | v S W ~ = &

Criminal

Responses & Replies
1.05-cr-04001-EWVWN USA v Cuack et al

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz.pdf)
Filename

I Browse...

Reports . Utilities

2) At your option, select a document category, enter a description, and select a type
Category Description

I

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button,

Add to List

Remove from List |

Next

Attaching the main PDF document
(continued)

e The Filename box is now filled with
the name of the main document.

o |f there are
attachments to the
main document,
click on the [yes]
radio button.

e Click the [NEXT] button.
Attaching additional documents to the
main document

e The attachment screen is displayed

¢ Click the [Browse] button.

Frame 5-54 The choose file dialog box

‘2 CM/ECF TRAIN - U.S. Dist

Choose file 2]

Lookin: |@external pdis for tng

= = &crEr

@answerﬁcomplaint.pdf
@ﬁrrest warrant-1.pdf
[T arrest warrant-2 pof
@arrestreturn 1.pdf
@arrestretum 2 pdf
attachmenl_'l.pdf
avwwp'l.pdf
@aw—wpzpdf
@hriefﬁsuppm‘t pdf
@hrief_suppm‘tfcr pof

@mationisupress—:r.pdf
motion_supress-cr-new. pdf

@pmposed_order pif

@proposed_order_cr.pdf

j Open

Cancel

Select
@indidment.| ele
IT'IDUDI"I_FIFD
Print
N Metware Copy...
File name:
Scan for Yiruses
Files of type: Open YWith
Addto List I Cluick View Plus
Cluick Print
Add to Zip
Remove from List Send To R
Mext Cut
Copy

The choose file dialog box

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

e The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.
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Frame 5-55

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in
the ECF application.

Note: Again, as areview,

View the PDF document.

close out the Adobe application.

populate the ECF filename box.

Select the predetermined category for the attachment (or select the “blank” category.
Enter more descriptive information, as needed.

[Click] on Add to List.

Repeat the attachment process for all of the attachments you wish to add.

NogakrwbhpE

Frame 5-56

Note: Repeat Frames 7-11 through Frame 7-13 for the second and succeeding attachments. In this illustration,
there are two attachments. The next frame illustrates what the final attachment list will look like.

Frame 5-57 Add to list box Add to list box

2l CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer ° The flnal attachment screen dISp|ayS
File Edit View Favorites Tools Help Address ‘@ https:#ecf-train.cod.uscourts. gow/cgi-bindogin. pl 7432360568027 7101-L_258_0-1~ . .
— the two attachments in the List box.

= Back ¥ @ 4 4l | Qsearch GIFavorites | diMedia <3 v Sb =] G [&

Criminal . Query Reports . Utilities . Logout

o Exhibit A

Responses & Replies °
1.05-cr04001-EV USA v Quack et al Attachment 1

| s ¥ Click the [NEXT] button.

Select one or more attachments.
1) Enter the pdf document that contains attachment (for exzample: Clappendiz.pdf)

Filename

| Browse...

[2) At your option, select a document category, enter a description, and select a type
Category Description

| [

3) £dd the filename to the Lst box below. If you have more attachments, go back to Step 1. When
T:\External Training‘external pdfs for trngiexhibit_a .pdf toLi
T:\External Training‘external pdfs for trngtattachment_1.pdf DL

Remove from List |

Gt of filenames is complete, click on the Next button,

Next
Frame 5-58 Linking Linking
3 e This window allows the filer to link
UECF Civil » Criminal Reports the brief with other documents that
- have been filed already. A list of
Respenses and Replies previously filed documents appears.
1:05-cy-01000-EWM Doright v Sinister Documents such as briefs in support
of a motion must link back to the
motion.
Select the appropriate evenl(s) to which your event relates: » Using the mouse, select by clicking

in the check box(es) provided, which
documents you wish to link the brief
@ 09/13/2005 3 Amended MOTION for Protective Order from interragatories by Defendant Sam to.

Siister. (Attachments: # (1) Proposed Crder (PDF Only))(Vee, Jack) e Click on ]Next]

M Clear
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Frame 5-59 Docket text modification screen

Criminal Utilities

Reports

Responses and Replies
1.08-c»01000-EWWI Doright v, Sinister

Docket Text: Modify as Appropriate.

BRIEF in Support re [3] Amended MOTION for Protective Order from interrogatories |
filed by Defendant Sam Sinister. {(Attachments: # (1) Exhibit A# (2) attachment 1) (Yee, Jack)

Next Clear

Docket text modification screen

e The Docket Text modification screen
is displayed.

e This screen allows you to enter
optional
docket modification text.

o After enter text or leaving blank, click
on the [Next]

Frame 5-60 Final screen

Criminal Utilities

Reports

Responses and Replies
1:05-cv-01000-EVWM Daright v. Sinister

Docket Text: Final Text
BRIEF in Support re [3] Amended MOTION for Protective Order from interrogatories filed by Defendant Sam
Sinister. {Attachments: # (1) Exhibit A# {2) attachment 1)(Yee, Jack)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Next Clear

Final screen

e THISIS THE “LAST” SCREEN
FOR YOU TO REVIEW!!

e If you click the [NEXT] button, the
transaction is posted to the
database.

e Click on the [Next] button to commit
the transaction.

Frame 5-61

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button in complicated transaction, as
it is easier to just start over. When using the [Back] button, a user may not use the [Forward] button on the web
browser when the corrections have been made. Progression must be made using the ECF buttons.

Frame 5-62 The Notice of Electronic Filing (NEF)

Criminal Ouery

Motions
1. 05-cw-01000-FREB Good Guys, Inc. . Bad Guws

T S District Court [TEST]
Dristrict of Colorado [TEST]
Motice of Electronic Filing

The following transaction was entered by Yee, Attorney on /1172006 at 1:30 PM MDT and filed on 8/11/2006
Case Name: Cood CGuys, Inc. v, Bad Guys

Case HNumber: 1:05-cw—1000

Filer: Bad Gugys

Document Number: 14

Docket Text:
First MOTION For Extension of Time to segresd e matorrby Defendant Bad Guys. (Wee, Attortnes)
1:05-c+-1000 Hotice has been electronically mailed to:
Joe Smwith  cod_aty@srahoo. corn

Aftorney Yee

se@cob uscourts. gow

The following do
Document description: Main Docurnent

Original filemame:n/a

Electronic document Stamp:-

[STAMP deectfStarap [D=107 1006659 [Drate=6/11/2006] [FileMumber=68377-0]
[2aB0f91d850aa8ch923b88021262a8f42a74110ab5cEb04e 1835082457 cddflbecaibl
ehbd91521hcefds9ef64Te%9ede2d3chf65f87TaBdohe3cTa0f30f5h44c1c]]

The Notice of Electronic Filing (NEF)

e The Notice of Electronic Filing
(NEF) is displayed.

e This is your “receipt” of the filing.

e If there are name(s) and addresses
displayed below the
“Notice will be mailed by the filer
other means to:” you must print a

¥ copy of the NEF and mail along with

the document(s) you filed to the
parties displayed.

¢ In this example, there are none
displayed.

¢ You will generally see names and
addresses for pro se parties and
attorneys that may not be registered
to be an e-filer.
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Submitting a Proposed Order

If the judge’s chamber procedures call for proposed orders to be submitted, registered users are required to
submit proposed orders as PDF attachments to the motions requesting the relief to be ordered. The user shall
also submit the proposed order in a WordPerfect (*.wpd) or Word (*.doc) format to the judicial officers assigned
to the case. The proposed order shall be sent via e-mail to the chambers of the assigned district judge and
magistrate judge. Users should review the proposed orders sections of the ECF Procedures for the District of
Colorado for more information and for chambers e-mail addresses.

Sealed Document Submission

The filing of sealed documents is governed by Section VI of the ECF Procedures for the District of Colorado.
Sealed document submission falls into two categories, documents in sealed cases and sealed documents in
public cases.

Sealed Case Document Filing
A document filed in a sealed case must follow this procedure:

¢ The first document submitted in a sealed case by a party must be submitted in paper format.

¢ All subsequent documents should be filed electronically, unless the party has received different
instructions from the court.

¢ Sealed documents may be viewed electronically by attorneys of record in the case by using the
PACER system.

e All documents filed in a sealed case must be served in paper format. The court’s electronic
notice facilities will not be available on sealed documents.

Sealed Document Filing in Public Cases
A sealed document filed in a public case must follow this procedure:

e A Motion to Seal must be submitted electronically in accordance with the Local Rules of this
court.

e Atthe same time, the party should electronically submit the document under seal using the
Sealed Document event. Parties should only submit sealed documents using the Sealed
Document event. Any document submitted under a different event will not be sealed from public
view.

e A Notice of Electronic Filing will be generated for the sealed document, but the document will not
be viewable.

e Sealed documents may not be viewed electronically by attorneys of record in the case by using
the PACER system. Attorneys of record may view the sealed document docket entry on the
docket sheet.

¢ All sealed documents must be served in paper format. The court’s electronic notice facilities will
not be available on sealed documents.

All questions on sealed documents should be forwarded immediately to the ECF Help Desk.
Privacy Policy
Documents with personal identifiers and other sensitive information should be filed electronically in accordance

with the court’s Privacy Policy. The Privacy Policy may be found in Section XI of the ECF Procedures for the
District of Colorado.
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Motion Practice

Basic federal civil motion practice follows the listed filing progression: motion — response — reply. Users should
make a point of following this practice when filing documents. A document filed by a party responding to the
motion must be filed as a response. It should not be filed as a reply. A document filed by a party responding to a
response is a reply. It is critical for users to choose the correct event for a document and to make sure the
document name and event name match.

Combining Documents

Combining documents is prohibited by local rule and should be avoided. D.C.COLO.LCivR 7.1.C. states, “A
motion shall not be included in a response or reply to the original motion.”

Objections to Magistrate Judge Findings and Rulings

Objections to magistrate judge findings and objections to magistrate judge rulings under Rule 72 may be found in
multiple areas of the event lists. User should search carefully for events in multiple categories prior to choosing
one for docketing.

Filing a Return of Service

When filing a return of service, the user will enter the date of service and the system will automatically calculate
the answer date. The user should verify that the date is correct according to the deadlines set in the Federal
Rules of Civil Procedures. Particular attention should be paid to the deadline when the party served was the
United States or an agency or actor on behalf of the United States.
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Chapter 6
Query

Registered users should use this feature to query the Electronic Case Files (ECF) system for specific case
information. To enter the Query mode, click on Query from the Blue menu bar of ECF.

ECF opens the PACER Login screen. You must enter your PACER login and password before ECF permits you

to query the database.

access documents, docket sheets, etc. from ECF.

Note: Your PACER login and password is different from your ECF login and password. You must have a PACER
account in order to retrieve, view, and print certain documents. You will be charged a fee of $.08 per page to

Frame 6-1 Query entry screen

Criminal

Query

Reports
auery

Search Clues

|| (Examples: 99-500, 1:99cw500)

or search by

Case Number

Case Status: © Cpen  ©Closed Al
Filed Date | to|
Last Entry Date | tol >_
. 0 {zero) ﬂ

Mature of Suit 110 {Insurance)

120 (Contract bMarine) ;I -<

or search by

Case Status:  © Open € Closed € Al =
Last Mame l— (Examples: Desoto, Des™)
First Name li Middle Name lﬁ
Type I =l
Fiun Cluery | Clear |

Query entry screen

Query has 3 processing options.

1. Case number query

2. Select Open, Closed, or all case
statuses, Date filed, Date
entered along with
Nature of Suit options

3. Select Open, Closed, or all case
statuses, name search of party
or attorney.

Frame 6-2 Case Number Query

Criminal

EE C'“
Case Numitheg J6-3001 o | (Examples: 99-500, 1:39cv500)

or search by

Ouery -

Reports

Case Status: COpen  CClosed Al
Filed Date | to |
Last Entry Date I tnl

. 0{zero) il
Mature of Suit 1110 {Insurance)

120 {Cantract: Marine) -
or search by

Case Status: COpen C Closed Al
Last Name l— (Examples: Desoto, Des™)
First Name l— Middle Mame l—
Type | =

Fun Query | plear |
v 4

Case Number Query

¢ If you know the number that
the court has assigned to the
case, enter it in the “Case
Number” field.

e Click on the [Run Query]
button.
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Frame 6-3 Case Number Query Options

At the top of the window, ECF displays the case number, short-style, presiding judge, date that the initial pleading was filed and
the date of the last filing for the case.

Criminal Query Reports

1:06-cv-01000 Eahitt v. Fudd
Date filed: 07/11/2008 Date of last filing: 08/09/2008

Juery

Alias
Associated Cases

Attorney
Case File Iocation...

Case SUmmary
Ceadlines/Hearings...

Docket Report ...
Filers
History/Documents...
Earty

Eelated Transactions...
Status

Yiew a Dlocument

Alias - The alias option displays information, when applicable, containing other names by which a person is known.

Associate Cases - The associated case option contains information on consolidated cases and other associated court
information.

Attorney - The attorney option displays attorney information for each of the parties in the case.

Case File location - The case file location option provides information as to where a case file is located.

Case Summary - The case summary option provides an overview of current case-specific information.

Deadlines/Hearings - The deadline/hearings option produces a screen that allows you to query the database by various
means to obtain hearing and other scheduled deadlines.

Docket Report - The docket report option produces a screen that allows you to compile information on a specific case. You
may select a date range for your docket report as well as a range of document numbers. If you leave range fields blank, the
system will default to displaying the entire docket report. Place a checkmark in the box to “Include links to Notice of
Electronic Filing” if you wish to view them from the docket sheet. After you have selected the parameters for your report, click
on the [Run Report] button. ECF will run your customized docket report and display it in a window.

Filers - The filers option displays a list of parties, their role, and when they were added to the case. To view documents filed by
a particular filer, click on the appropriate hyperlinked party name.

History/Documents - The history/documents option queries the database for case event history and documents associated
with the case. After you click on the History/Documents hyperlink, ECF opens a run query screen. You may select the sort
order for the query report and choose to exhibit all events or only those with documents attached. ECF also offers you the
option to display the docket text in the report.

Party -The party option displays a list of the case participants and the attorneys associated with them.

Related Transactions - The related transactions option shows documents related to each other.

Status - The court does not use this option.

View a Document — Allows the user to view a specific document without needing to view a docket sheet. The user must
know the document number to use this option
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Frame 6-4 Name Search

Case Status:  © Open  © Closed  C All
Last Mame I (Examples: Desoto, Des™)
First Mame l— Middle Name l—
Type | =l
Run Cuery | Clear I
Case Statuss " Open  C Closed Al
Last Mame IVagner (Examples: Desoto, Des™)
First Marne l— Widdle Marne li
Type | =
Run Cluery | Clear |

JFiIe Edit ‘“iew Faworites Tools Help HAddr’essI@httpsﬂec‘Hraincaduscour‘ls.gavfcgifbimfloginpl?811?954803

Criminal Utilities

Reports

Select A Case

This person is a party in 2 cases.

1:05-cw-00111-EWHN Dirryland Enterprises w. Mouse filed 02/24/05

1:05-cw-00124-EWH  Duck v. Porky's BBOQ) filed 02/01/05

Name Search

¢ You may query the ECF
database by the name of a
party or an attorney.

e Enter the last name of the
person in the appropriate field

¢ If the individual is a party to
more than one case, ECF will
open a screen listing all of the
associated cases.

o If you click on the case number
hyperlink, ECF will open the
guery screen depicted in

Frame 6-5 Date filed — Date entered along with Nature of Suit

Case Status:  © Open  © Closed € All
Filed Date | to |
Last Entry Date I to I

0 (zera) il

110 (Insurance)
120 (Contract: Maring) =

Mature of Suit

C Closed Al
to [8/15/2008

Case Status: © Open

[8/1/2008

Filed Date

Last Entry Date | tol

0 (zera) 3

110 {Insurance)
120 {Contract: Marine) =

MNature of Suit

Criminal Reports

Query
Select A Case

1:05-y-03000-EWN  Swuster v. US4 filed 08/05/05

1:05-v-03000-EW -1 filed D&/05/05

Date filed — Date entered along
with Nature of Suit

e This query allows you to enter
a date filed or date entered for
a document.

e Additionally, you can also
select Nature of Suit codes as
part of this query search.

¢ In this example, we enter a
date range of cases filed.

e The query returns a list of
cases filed within the date
range we specified.

e If you click on the case number
hyperlink, ECF will open the
guery screen depicted in
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Chapter 7
Reports

Frame 7-1 The Report options

Criminal

Query

Reports

Docket Sheet  Criminal Reports

Criminal Cases

Other Reports
Civil Events List {atty)

Criminal Events List (atty)

Civil Reports
Ciwil Cases

Civil and Criminal Reportts
Judgment Index

Calendar Events

Diocket Activity
Sitten Opinions

The Report options

e The Reports feature of ECF
provides the user with several
report options.

o After selecting the Reports
feature from the Blue menu bar,
ECF opens the Reports screen.

Frame 7-2

Note: If you select Docket Sheet, Civil Cases, Judgment Index, Criminal Cases, or Docket Activity from the main
menu, ECF will prompt you to enter your PACER login and password. You will be charged the applicable PACER
charges. You may view Calendar Events, Written Opinions, Civil Events (atty), Criminal Events (atty) without

charge and without logging into PACER.

Frame 7-3 The Docket sheet

2} CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explorer

JFiIe Edit “iew Faworites Tools

|J Address I@ https: Aeci-train. cod. uscourts. gow/cgi-bi

Criminal

Help

Docket Sheet

Case number I5BV1 000

& Filed I

" Entered o I

Documents I to I

¥ Include terminated parties

I Include links to notices of electronic filing
I Include list of parties and counsel

™ Include list of member cases

Sort by I Oldest date first j

Run Report | Clear |

¢ If you do not need a complete docket sheet, you can narrow the size by
entering a specified date range or use Query and use the View
Document option there.

¢ You can also include/exclude notices of electronic filing, terminated
parties, non terminated parties and counsel, and lists of member cases
by checking or un-checking the displayed check boxes.

¢ You can select to sort the docket report by oldest entries first or the most
recent entries.

The Docket sheet

o If you have not already logged in
with your PACER information,
ECF opens the PACER login
screen. Enter you PACER login
and password. Click on the
[Login] button

e The Docket Sheet report is the
same as a_Docket Report from
the Query menu option
discussed in Chapter 6.

o Enter the case number in the
“Case Number” field. Select
parameters for the remainder of
the data entry fields and click on
the [Run Report] button.
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Frame 7-4 Sample Docket sheet

Criminal .

Utilities .

Query -

Reports . Logout

District of Colorado [TRAIN] (Denver)
CIVIL DOCKET FOR CASE #: 1:05-cv-01000-EWN

Doright v. Sinister
Assigned to: Tudge Edward W Nottingham
Canse: 12:22 Securities Fraud

Date Filed: 03/14/2005

Jury Demand: None

Nature of Suit: 160 Stockholders Suits
Jurisdiction: Federal Question

Plaintiff

Dudley Doright represented by Chris Vagner
Email chris_vagner@scod uscourts. gow
LEAD ATTORNEY
ATTORNEY TO BE NOTICED

W

Defendant

Sam Sinister represented by Jack Yee

Email jack_yee@cob uscourts.gov

LEAD ATTORNEY

ATTORNEY TO BE NOTICED
Date Filed # Docket Text
03/14/2005 1| COMPLATNT against Sam Sinister (Filing fee § 2500, filed by Dudley Doright.twiy, ) (Entered: 03/14/2005)
09412/2005 2| Defendant's ANSWER to Complaint filed by Dudley Doright by Sam Sinister.(Vee, Jack) (Entered: 08/12/2005)

Sample Docket sheet

Caption information

Party and attorney information

Docket entries and links to PDF
documents

Frame 7-5 Civil cases report

/ECF TRAIN - LS. District Court:cod - Microsoft Internet Explorer .= x|
Fle Edt Yiew Favortes Tools Help n
Address [€] hitps:/ject-train. cod.uscoorts.govfeqi-binlogin. pR 743864544 166712-L_238_0-1 -] P

HBack -

@ B &t Tiveda 4| Zyr Sh =]

Lhsearch  [jFavorices

Links & Bankruptcy CM-ECF Froduct Page & CM-ECF Live Datsbase - login [ Google

Criminal

Query

Reports Utilities Logout

Case Cause
flags |2255 41* ()
ADMAPP j 0 (Mo cause code enterad)

Civil Cases Report

Office
Denver
Durango x|

Filed [2/17,2005

Terminal digit(s) 2,47

Sort by | Case Number =] [

Case Nature
type | Bankupicy judgments— of suit |0 (zer0)
Ciwil | 110 (Insurancs) |

to [2/24/2005

¥ Open cases
I" Closed cases

7|

=

Output Format & Formatted Display
¢ Data Cinly

Pun Report Clear

21| | »
&] Caplalization counts. The asterisk wideard may be used to broaden the criteria entered B [ Internet

File Edit “iew Favorites Tools Help

Address ‘@ https:fiecf-train.cod. uscourts. gov/cgi-hin/login. pl 761 1795450391658*L723570*1j ©Go ﬂ

2

Criminal « Query Utilities

Nature
of suit 0 {zero)
110 {Insurance) =l

¥ Open cases
[" Closed cases

|

Reports . Logout

Case Cause
fags 9565 417 (
ADMAPP & 0 (No

Civil Cases Report

Office Case
Denver e Bankruptey judgments
Durango =l Civil =l

Filed [ 12005 t0]9/1/2005

Terminal digit(s) 2,47

Sort hy‘Case Number j ‘

|

Output Format * Formatted Display
¢ Data Only

Run Report Clear

Civil cases report

The Civil Cases report provides you

with the flexibility to query the ECF

database to locate cases

electronically filed

o within a specific date range
(filed or entered)

e cause code

e nature of suit

o a specific case flag

e or any combination thereof

If you have not already logged in

with your PACER information, ECF

opens the PACER login screen.

Enter you PACER login and

password. Click on the [Login]

button

Enter the range of case filing dates
for your report and select any other
search criteria you wish to narrow
your search. If you enter a date
range only, ECF will display all of the
cases filed within your date range.

If you leave all fields blank, ECF will
display a report for all cases opened
in ECF.

In this example, we enter a date
range for cases filed from 4/1/05
through 9/1/05 and click on the [Run
Report] button.
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Frame 7-6 Sample Civil cases report Sample Civil cases report

~
Criminal - Query - Reports i Logout ?

e The report is returned with the cases

U.S. District Court [TRAIN] —- District of Colorado [TRATIN]

Filed Report Period: 4/1/2005 - 9/1/2005 found.
CESETT:?‘]E” Case Dates P:’:giig Notes s )
°
1.05-cv-08001-EWN-MIW Cuy v G — s3a |Clase Aled: 08/26/2005 |13 Clause: 15702 Administrative Procedure Act There’s a link to the docket report
Guy v. Govermment- ssa WOS: 863 Social Security: DIWC/DIWW i
o U B from this report.

Prestder: Edward W Nottingham
Referral: Michacl J Watanabe
Fury demand: None

e Atthe end, there's a summary of the
report selection criteria.

Total number of cases reported: 1

Selection Criteria for Report

Office Al .
CaseType A1 e Remember, you are billed PACER
Nature of Suit | a1 charges for running this report.
Cause Al .
Filed Date 4/1/2005 - 9/1/2005 However’ thls may serve as a
Case Flags |41 valuable research tool.
Terminal Digits |All
(pen Cases Yes
Closed Cases Mo
Sort by Case |

Frame 7-7 Calendar events report Calendar events report

|3 c/ECE TRAIN - z ft Internet Explarer =] . .

D E wen reves Tkt E= | This report displays scheduled
Address [&] https:/fecf-train.cod uscourts, gov/cgi-binflogin, pIF 7438645441667 12-L_236_0-1 | @co
GBack » = - (@D [2] Y| Qseach [EFavortes @veda of | e S - = eVentS.
Links. pkcy CM-ECF Product Page &) CM-ECF Live Database - login - |G Google
. Query . Reports . . Logout . . . .
T o Selection criteria are:
Case number| .
Offico [N e by a specific case number

Grand Junction (3) =|

cmaTWg P T — * by specified date range
pasiracn earins i » by type of calendar event

Sortby [T o by time of day
RunRepor | Clea |

e Examples:

o search for all events scheduled
for a specific case by entering
the case number and end date in
the applicable fields.

[&] Capitalization counts, The asterisk widcard may be used to broaden the criteria entered [ [& [ meernet ° Search for a SpeCIfIC type Of
Frame 7-8 Sample Calendar events report hearing in a specific case within

oy a date range by entering the
e e EB applicable information.

/2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

dBack - = - @D (] 4| Bsearch [Favorites iMedia £# | BY- S -3

Links & Bankruptey CM-ECF Froduct Page @] CM-ECF Live Datsbase - login [ Google

criminal - Query - Reports - utities - Logout o After entering your criteria, click
U5, District Court [TRAIN] on [Run Report]. A compiled

District of Colorado [TRATN]

Calendar Events Set For 2/24/2005-3/5/2005 repo rt is d iSp | ayed

02/25/2005

1030 Ab1 e The compiled report includes a

1:05-cv-00111-EWN Dizzyland Enterprises w._house

eoey eprceont Do g hyperlink to the docket text of the

testaty representing Mike Mouse (Defendant) X

@ NOTICE of Hearing: Argument on Bankruptcy Appeal set for 5/2/2005 03:00 PM in Courtroom A1001 before Tudge Edward W entry which created the event.
Mottingham. Bench Trial set for 3/1/2005 09:00 AM in Coustroor A1001 before Judge Bdward W Nottinghara, Final Pretrial Conference set
for 2/25/2005 1030 AM in Courtroom A1001 before Judge Edward W Nothingham.

03/01/2005
09:00 AN
1.05-cv-00111-EWN Dizzyland Enterprices v IMouse
attorney representing Dizzyland Enterprises (Plaintiff)
testaty representing Mike Mouse (Defendant)
3 NOTICE of Hearing; Argument on Bankruptcy Appeal set for 5/2/2005 03:00 PM in Courtroom A1001 before Judge Edward W
Iottingham. Beach Trial set for 3/1/2005 02:00 AM in Courtroom 41001 befere Tudge Edward W Nottingham. Final Pretrial Conference set
for 2/25/2005 10:30 AM in Courtroom 41001 before Judge Edward W Iottingham

[&] Capitalization counts. The asterisk wideard may be used to broaden the riteria entered [ [5 [ meemet

Frame 7-9

Note: The calendar events report is not the official calendar of the court. Users should consult the court’s
Internet website for official calendars.
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Frame 7-10 Docket Activity Report (TWO VERSIONS)

Version 1 - Docket activity with an attorney logged onto ECF and selecting
the Docket Activity Report

Utilities

Logout '?

Warning: This report is not subject to the 30 page billing cap.

au will be billed for the total number of pages. If you want to run a report for a single case, you can use the Query Menu or the Deei®

- Report. —
Docket Activity Report PUBLIC ACCESS
Case Open cases
number Closed cases
Office | Case type
Colorado Sprmgs
_Denver
Event Case flags
calegory | E¥TEND OSED
admagp MDL

answer

Filed hetween B/13/2006  and [3714/2006 (. Fll docket text

Sort by I Case Mumber j I j

Run Report Clear

Version 2 - Docket actiyity with an attorney/user just logging on with a
PACER account and selecting the Docket Activity Report

SECF

Y

Reports Utilities Logout

ing: This report is not subject to the 30 page billing cap.
You will be hilled for the total numYer of pages. If you want to run a report for a single case, you can use the Query Menu o1 the Docket
Report.

Docket Activity Report PUBJC 13CCESS

Case " Open cases
numhu " Closed cases
«| Case type
Cu\madu Sprmgs Eankruptcy udgments
Denver M
Event Case flags
category | EXTEND CLOSED
admapp WMDL
anser T
. * Summary text
Filed between |8/13/2006 and [8/14/2008
ik sl " Full docket text
Sort by | Case Number =] | -l
Fun Report Clear

The Docket Activity Report

e The Docket Activity report provides
you with the flexibility to query the ECF
database to view docket entry activity
by specific case meeting selectable
criteria, or by selectable criteria which
may display numerous cases meeting
the selection criteria. The selectable
criteria for the Docket Activity report
include:

e Open and/or Closed cases
o Office
e Case type

Event Category (i.e. motion,

answer, complaint, etc.)

Case flag(s)

Date range of activity filed

Summary or full Docket text

Note 1: There is not a cap for charges
when running the Criminal Cases Report

Note 2: If you logged onto to ECF and
then to PACER to run the Docket Activity
Report , you will see a Check Box

I Only cases to which I am linked it the

box pre-checked to indicate that you
want to see only cases that meet the
seelction criteria and where the attorney
is linked to. You may un-check the box if
you want to see all cases meeting the
selection criteria.

Note 3: If you logged on just with your
PACER account, and run the Docket
Activity Report, you notice the

I Only cases to which I am linked g ot
present. Since you logged on just with
PACER, ECF knows the PACER account
is not tied to a specific attorney so it will
not display the check box.

e If you have not already logged in with

your PACER information, ECF opens
the PACER login screen. Enter you
PACER login and password. Click on
the [Login] button

e Enter the range of case filing dates for
your report and select any other
search criteria you wish to narrow
your search. If you enter a date range
only, ECF will display all of the cases
filed within your date range.

e If you leave all fields blank, ECF will
display a report for all cases opened in
ECF.

In this example, we enter a date range for
cases filed from 8/1/05 through 8/5/05 and
click on the [Run Report] button
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Frame 7-11 Sample docket Activity Report

Crimindl  +  Query +  Reports .+ Utiites  +  Logout B | The Docket Activity Report is displayed
based upon the date and selection criteria
Docket Activity Report you entered/selected.

U. 8. District Court [TEST] -- District of Colorado [TEST]

T — e The Case numberftitle is listed as a
Epo: € eriod: - .
link to the docket sheet,
Case Number/Title Dates Category/ Docketed by Notes =
Event . . : Ly e
1:06-cr-00001-PSF Entered:04/28/2006 Cotegnrycharge-cr Elt (e Denver d The date IS dISpIayed as it fe” Wlthln
USA v, Jones 15:22:22 Eyensndictment Tipeccrt FresdenPhillip S, Figa
Fed04/28/2006 the date range,
Lhpcement1
INDICTMENT as to Felicity Jones (1) count(s) 1. (klt, ) ° The CategOI’y/Event iS dISplayed
1:06-cr-00601-REB Eplered:05/03/2006 Categurrcharge-cr klt Cifie:Denver
USA v, Schmucker 10:53:24 Eyepsndictment Typecnt FregaerRoben E. Blackburn
FRted05/03/2006
J—— e The Docketed by column shows who
INDICTMENT as to Eric Schmucker (1) count(s) 1. (kI ) dOCketed the event
L06-cr-00602-WY D Eptered05/03/2006 Caeegugpcharge-cr Kt e Denver
U v, Schmucker 11:13:15 Eyensndictment Tpeccat FresdesSiley Y. Daniel . . .
Rt 05/03/2006 e Finally, a Notes column is displayed
Lrcument 1

showing miscellaneous information
such as office, presiding judge, flags,

Criminal . Query - Reports . utilities . Logout

etc.
Selection Criteria for Report
Case number Al At the end of the Docket Activity Report,
Filed Date | 1/1/2006- B/14/2006 a summary of the selection criteria is
Entered Date Al displayed to indicate what parameters
Office Al were used to select the report data.
Nature of Suit |All
Cause All
Case type cr

Case flags Al
Open Cases No
Closed Cases |MNo

Event Category  charge-cr
Docket Text | full

Sort by case number
Total Number of Docket Entries: 5
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Frame 7-12 Criminal cases report

Criminal Utilities

Query

Reports

Logout

Criminal Cases

2

Warning: This report is not subject to the 30 page billing cap.

. ill be billed for the total number of pages. If you want to run a report for a single case, you can use the Query
Report.

Menu o

Office B Case types +| Case -
Colorado Springs Criminal flags 2285
Denver d Magistrate Judge d ADMAPP j

Filed |s/7/2008 to [8/14/2006

Terminal digit(s) 2,47  Pending defendants
" Terminated defendants

I” Fugitive defendants
¥ Non-Fugitive defendants

E =]

Sort by | Case Mumber x| [

 Formatted Display
" Data Only

Run Repart Clear

Output Format

Criminal

Criminal Cases Report

Office =
Derwver Crirninal
Durango a| Magistrate Judge =l
Case -
FiledIB,-"UZDDE to IBHDIZDDE flags 2255
ADMAPE =]

Terminal digit(s)| 2,47

Sort by | Case number =] | =1 =]

Output Format * Formatted Display
 Data Only

Fun Beport Clear I

¥ Pending defendants

™ Terminated defendants
[ Fugitive defendants

¥ Mon-Fugitive defendants

Criminal cases report

The Criminal Cases report provides
you with the flexibility to query the ECF
database to locate cases electronically
filed

¢ within a specific date range

(filed or entered)

Office

Case type

Defendant status

a specific case flag

or any combination thereof

Note: There is not a cap for charges

when running the Criminal Cases Report

If you have not already logged in with
your PACER information, ECF opens
the PACER login screen. Enter you
PACER login and password. Click on
the [Login] button

Enter the range of case filing dates for
your report and select any other
search criteria you wish to narrow
your search. If you enter a date range
only, ECF will display all of the cases
filed within your date range.

If you leave all fields blank, ECF will
display a report for all cases opened in
ECF.

In this example, we enter a date range
for cases filed from 8/1/05 through
8/5/05 and click on the [Run Report]
button.

Frame 7-13 Sample Criminal cases report

Criminal .

Reports . iliti: -

T.S. District Court [TRAIN] - - District of Colorade [TRAIN]

Report Period: 08/01/2005 - 08/10:2005

Logout

Date Filed/

Comelumbed | openesr Pt Sered| Do s
Added 9
1:05-%-02000-E"WTT Filzd: 08/05/2005 40 Office: Denver
Sinister v. USA

1USA ).Addgd.-o 8/05/2005 | ‘Preslder Edward W Nottingham

Total Number of Cases Reported: 1

Criminal Cases Report Selection Criteria

Judges

Offices a1
Case types a1
Case flags a1
Filed Between : 2/1/2005 - 8/10/2005
Include Defendants that ave: || "0
Mon-Fugitives
Sort by: Case aumber

Sample Criminal cases report

The report is returned with the cases
found.

There’s a link to the docket sheet from
this report.

At the end, there’'s a summary of the
report selection criteria.

Remember, you are billed PACER
charges for running this report.
However, this may serve as a valuable
research tool.
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Frame 7-14 Judgment index report

T4 CH/ECF TRAIN - LS. District Courbicod - Microsaft Internet Explorer M|
Ble EH Wew Farordes Teds  Hel &
Agiress [ hirps: fech-train, cod. uscourts. govioo-binilogn. S TARNASA166712-L_Z30_0-1 =] @

Bk v

@ 3 & | Bsoarch [SjFavockes Preds 3| B S B - (=)

Unks 8] Barkruptey CHHECE Proguct Bage 48| CHEECF Live Databiase - login [ oo

Logout ?;;-

Criminal Reports Utilities

Wudgment Index Report

Case mumber|[
Lastname|
Judgment date range [[/37005 o [2242005
Sorthy: [Cosonumber =]
Fiun Fueport ﬂl

Middle name

First name

1 Capkalzation counts. The astertsk widcard may be used bo becaden the criteria srkered,

5 e reemer

Judgment index report

This report displays information
about selected judgments.

The Judgment Index Report
provides you with the flexibility to query
the ECF database to obtain judgment
information by:

e Case number

e Party name

e Date range

e or any combination thereof

After entering the selection criteria you
wish to search, click on the [Run
Report] button.

Frame 7-15 Sample Judgment index report

]

Criminal Reports Utilities - Logout ?
1:01-cv-00001-EWN-OEZ Celerado, | faveroft A.O. Smith Corporation 7o Payment
State of v. Sunoce, Inc., etal ldgainst: Celorade, State of 05/24/2005

ldmronne: § 0.00 Dt AO Smith Cerpeoration's Motion for Sum Jgm on the Merits is
Granted. The civil action and complaint are dismissed with prefudice. Dit AO Smith
Corperation shall have its costs upon the proper filing of a Bill of Costs within 10 days.
\Dite: 03/24/2003

\Dociment: 223

dnterest: 0.00%

Cour: Cosz: § 0.00

B _favar of: Welter Pratt

|dzainst. Peter Tedesco

ldpaunt: § 315000.00

\Dize: 03/09/2005

\Dacument: 245

\Ingerast: 0.00%

Court Cost: §0.00

| favar of: BHP Petroleum (UK) Corporation

|Against: Tohn Bonneville

|Amount: § 0.00 Amended Supplemental Tudgment in favor of Defendants and against
[Plaintiffs

\Date: 07/11/2005

|Document: 55

\nteresi: 0.00%

Court Cost:§ 0.00

1:01-cv-00634-REE-BIE Pratt v.
Tedesco

Fully Satisfied
03/09/2005

1:01-cw-00777-REB-CBS Ci
ct al v. BHP Pet UK Corp

Mo Payment
07/11/2005

Sample Judgment index report

The report is returned with the
judgments found.

There’s a link to the docket sheet from
this report

Remember, you are billed PACER
charges for running this report.
However, this may serve as a valuable
research tool.

Frame 7-16 Written opinions report

| 3
Written Opinions Report

Case Number |
Last Name

Office

Civil « Criminal « Query -« Reports - Utilitig

First Name I

Middle Name

Nature of
Suit

Denver
Durango ﬂ

0{zero)
110 (Insurance) ﬂ

Case Type -
Bankruptey judgments *41*()
Chvil = 0{Mao cause code entered) =l
Case Flags B
2255
ADMAPP j
Filed hetween (/152005 and [3/142005 | © Summary text
& Full docket text

Sort by | Case Mumber =
Run Report Clear

Written opinions report

This report displays written
opinions issued by judges.

The Written Opinions Report
provides you with the flexibility to query
the ECF database to obtain written
opinion information by:

Case number

Party name

Office

Nature of Suit code

Case Type

Cause codes

Case Flags

Date range

or any combination thereof

After entering the selection criteria you
wish to search, click on the [Run
Report] button
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Frame 7-17 Sample Written opinions report Sample Written opinions report
Criminal - Query - Reports -  Utilities - Logout e The report is returned with the written
Written Opinions Report | opinions found.
T.5. District Court -- District of Colorado y .
Filed Report Perlod: $/15/2005 - 9/14/2008 e There’s a link to the docket sheet and
Case Number & Name: ::': D:L Description: Notes: the document from th|S report

1 890w 007372 TLE - OF: 1| 081192005 | 145 |ORDER granting 144 MOTION to Withdraw Tisa . Frimkeel and to O Denves = = =
Creek Partners v Precer Substitute Appearance of B William Bewe as counsel for Interested Party Case Flage: Case Termed, L] ThIS repOI’t IS pI‘OVIded at no Charge to
Financial, er al Cadle Company, The. Signed by Judge John L. Eane on S/1905, {dlb, ) Suppress cage fom Sermce

the customer.

amd Answer Report
NGE: Contract: Other
Cerge: 28:1331 Fed,
Cuestion: Breach of Contract

1:50-cv-00181-TLE Cock, et al |0B/1772005 | 1422 | OPDER regarding Telephonic Stanss Conference set for H2272005 09:00 Ciffice: Denver

3

. Hockwell lnfl Corp AM before Judge John L. Kane by Judge John L. Kane on 8117005, (db.)  |Case Flags: Class Acton,
Supgr i from Service
and Angwer RBeport
NOE: Econoae Stabdization
Act
Cause: 331365
Emmronrmental Matrers
12w O0S/0-EWH-OES  |0/182005 | 1032 | ORDER grantng 992 EIGHTH APPLICATION for Payment of Fees and | (ffize: Deaver
2 elalu Romer, el al Cosls by Special Masters Richard M Borchers and Bruce T Pringle Signed | Clasme Flage: Case Tesmed,
by Judge John L. Eane on 81305, (pap, ) Class Action, Lead Case, Mag
Bee Pending, Mon Duspositve
Wb, 3 e [ |
Sample Civil and/or Criminal events report
Frame 7-18 Sample Civil and/or Criminal events report
o Sample Civil events report for
Sample Civil events report for attorneys - attorneys
Criminal . Query . Reports . Utilities . Logout ?
Sl S G hA TG BTG 1| » The report is returned with the events
FOR ATTORNEYS . i . .
available to attorneys filing in civil
INTTTAL PLEADINGS AND SERVICE cases.
C ints and Other Initiating D Service of Process ) . )
[Amended Complainr [AfdavitReturn of Service e This report feature will provide the
i S o most current and accurate list of
Tntervenor Complaint Surmmons Retumed Bxscuted events for attorneys.
Third Party Complaint Summons Retumed Exzecuted as to US4
Summons Retumed Unexecuted
e e ece Eacnuted e You can use the [Crtl-F] or Find
Wit of Habeas Corpus ad Prosequendum Executed .
Wirit of Habeas Corpus ad Prosequendum Unesecuted option to search for word(s) to locate
Wit of Habeas Corpus ad Testificandum Executed H
Wit of Habeas Corpus ad Testificandum Unexecuted the event you WISh to use.
Answers to Complaints, Counterclaims and Crossclaims Qther Answers
Answer to Amended Complaint Amended Answer to Complaint ° ThlS report |S provlded at no Charge to
Angwer to Complaint Angwer to Wit of Garnishment
Angwer to Counterclaim Claim the CUStomer
Answer to Crossclaim Objection to Appeal of Magistrate Judge Decision
|Answer to Intervenor Complaint Objection to Report and Recommendations

Sample Criminal events report for

attorneys
Sample Criminal events report for attorneys
Criminal  » Query Reports Logout e The report is returned with the events
CM/ECF CRIMINAL EVENT LIST available to attorneys filing in criminal
FOR ATTORNEYS cases.

MOTIONS AND RELATED FILINGS . . .
e This report feature will provide the

Mafians most current and accurate list of
404 (b) Evidence Disqualify Turor Proceed In Forma Pauperis events for attorn eys
5K 1.1 Departure [Early Termination of Probation Produce
Acaquittal [Exclude Protective Order
Alter Tudgment [Excuse (Psychiatric Exam ° YOU can use the [Crtl_F] or F|nd
AmendfCorrect Exzpedite Psychiatric Treatment .
[ppeal In Forma Pauperis Expert Quash option to search for word(s) to locate
Appear [Eztension of Time to File Document Quash Indictment/Information 7
Appoint CTA Counsel [Extension of Time to File Response/Reply Feassign Case the event you WISh to use.
Appoint Counsel [Extension of Time to Indict Reconsideration
Appoint Bxpert [File Amicus Brief Recusal : : .
Appoint FFD File Excess Pages Reduce Sentence O Thls report IS prOVIdEd at no Charge to
Attorney Fees Forfeiture of Property Eelease Bond Obligation the customer.
Bifurcate [Franks Hearing [Release from Custody
Eill of Particulars Handwriting Exemplars [Felease of Funds
Bond Hearing Remand
Bond Forfeiture In Lirnine Eemand to State Court
Brady Materials Inspect Remission
Case Terminated Interim Paﬁent Feturn of Properts/P ostTrial
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Chapter 8
Utilities

The Utilities option provides a number of ECF and PACER related features. The PACER related items are
available but will not be described or illustrated in this manual. The focus of this chapter is to illustrate the

following ECF related features:

e Maintain Your E-Mail (Add/Delete/Modify email addresses) .

e View your Transaction Log

Maintain Your Login/Password

e Mailings

Frame 8-1 The Utilities Menu

Mamiain Your E-mng
Maintain Your Login/Passwad
Yiew Your Transaction Log
F AR AN
Change Your PACER Login

Review Rillng History
Show PACER Account

EECF Gl «  Criminal +  CQuery +  Reports +  Utilfies
Utilities
Your Account Miscellaneous
ECF Login Interned Payment Histary

The Utilities Menu

e The ECF utility options we'll
illustrate are:

e Maintain Your E-Mail
(Add/Delete/Modify e-mail
addresses)

e Maintain Your Login/Password

e View Your Transaction Log
(view activity under this ECF
login)

e Mailings
(Easily find how parties will be
served for a given case)

Email Information for Attorney Yee

Frame 8-2 Maintain Your E-Mail Account

Criminal .

Reports

Query .

Delivery In All
Primary E-mail Address Format Method Active My Cases Additional Options
Icod_aty@yahoo.cam IHTML j IIndividuaI NEF d Yes Yes IHide Options j
Secondary E-mail Addresses
hack_yee@cob.uscourts.guv |HTML j |IndividuaINEF d W i |Hide Options j
Add Additional E-mail Adcress | Submit | Clear |
. . In All My
E-Mail Format Type of Active .
Address of Notice Delivery Check Box Cases Other Options
check box
Primary e-mail Individual Check box Check box Options:
address is the | HTML NEFs or to activate to send 1. Add
one displayed or A Daily the e-mail NEFs to the additional
on the docket | TEXT Summary address e-mail case
sheet for the recipient in numbers
attorney all of the to receive
cases for NEFs.
the attorney
2. Create list
of case
exceptions
for NEF
delivery

Maintain Your E-mail

« When you click on the

. Idaintain Your E-mail
link, the e-mail information screen is
displayed.

e The e-mail address, format,
delivery method, active check
box, In all of my cases check box,
and Additional Options are
displayed for the primary and any
secondary e-mail address set for the
attorney.

e From this screen, you can delete,
modify, and add e-mail addresses.

e There are numerous options and
possibilities that can be set by each
specific e-mail address.
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Frame 8-3 E-mail Options, Rules, an d Options

Criminal

Email Information for Attorney Yee

Delivery
Format MMethod

ICDd_Elt‘y’@yElhDD.CDm I HThAL ;I I Individual MNEF ;I “de s

Secondary E-mail Addresses
|jack_yee@rj—i|b.uscaur‘ts.gnv | HAT kAL vl | Individual NEF( vi , |

Primary E-mail Address

Oduery

In Aldl

(=5

Reports

uUtilities

Active My Cases Additional Options

I Hide Options

—

e When you click on the
“Active” check box, the
NEF options are
displayed.

e Select/check the options
you want for the specific
e-mail address.

— | Hide Options -

Add Additihal E-mail Address | $ubmit | Clear | 4 T \
\
v v l ; \
E-mail Address Format Delivery Method | Active? In All My | Additional Options \
Cases?
Each e-mail address tied to HTHL © = Indivicdual MEF i+ I ' ' |
the attorney account will be | Fiswit E J H“jE! Dptluns 'y
displayed.
Pay < Text Summary NEF

e The primary e-mail
address must be entered
before any secondary e-
mails are added. If you
clear out the e-mail address
field, CM/ECF assumes you
are deleting the e-mail
address.

e If you type over the existing
e-mail address, CM/ECF
assumes the e-mail is being
changed. The current
delivery options will be in
effect for the changed e-malil
address, until changed.

specficor Addfonal Cases
Delivery Methad Exceptions

ECF has the ability to send NEFs to users for cases they may not be a party to.

¢ You must check the “Send notices in these additional cases” box and enter a case number in the entry box.
e Users should be careful in using this option. You are listed as getting official notice for the case(s) entered here. Judges will see your e-mail address

listed in the NEF.
¢ The “html format for Netscape or ISP e-mail service” is the default selection.
default selected.

Unless you know that you have an older e-mail application, you should leave the

When all of the changes have been made on this screen, click on the [Submit] button
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A\

Frame 8-3 The Primary E-mail Address - The Rules

Criminal Query Reports Utilities

Email Information for Attorney Yee

Delivery In All
LAPTTmary E-mail Address™— Format Method Active My Cases Additional Options
\had_a@x@yahgo.com /"HTML =] | Individual NEF =] Tes TES | Hide Options =1
Secondary B-mail Addresses
|ja|:k_yee@|:0 D.usCourts.gow | HTrAL ;l | Indiwvidual NEF ;l I [ | Hide Options ;l

Add Additiorfal E-mail Address | Submit | Clear |

e When you click on the “Active”
check box, the NEF options are
displayed.

o Select/check the options you want
for the specific e-mail address.

Primary E¥mail Address

|ead_sty@yshoo.com The Primary e-mail address field:

o Must be entered before any secondary e-mail addresses can be added.

e Must be in a valid i(mn}@me@h%@‘w(:d aty@yahoo.com

cod_aty is the name, yahoo is the host, and com is the network

mail for the attorney.

e Should contain only one e-mail address.

e Does not have to the attorney’s e-mail address. The primary e-mail address is the e-mail listed on the docket sheet as the e-

If the Primary e-mail address field:

e Is blanked out, CM/ECF assumes the e-mail address is being deleted, when the change is submitted.

attorney information on a docket sheet, when the change is submitted.

showing any changes.

e Istyped over, the new e-mail address will become the new primary e-mail address and is the e-mail address shown with the

NOTE: Any changes will be NOT applied until the “Submit” button is clicked on an update screen is displayed
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Frame 8-4 The ALL IMPORTANT “Active” Check box

Criminal Query Reports uUtilities

Email Information for Attorney Yee

Delivery In All
Primary E-mail Address Format Method ¥ Zases Additional Options
|c:n:|d_aty@yahoa.c:om I HTrL = | I Individual NEF _~ | Tres | Hide Options =1

Secondary E-mail Addresses

|jac:k_yee@c:ob.usc:ourts.gov |HTML;||Individual FLI
Add Additional E-mail Address | Submit | cCle

I | Hide Options =~

Active Active
v

TeS
For the primary e-mail address For all secondary e-mail addresses
The “Active” Field for the “Primary” e-mail address: The “Active” checkbox for the “Secondary” e-mail address:
e Will ALWAYS display “Yes” as CM/ECF requires the e Is pre-checked, when initially displayed and assumes
primary e-mail address. the secondary e-mail address will be active for NEF
delivery. The other options are displayed for the user to
e The only method to stop NEF e-mails to the primary select/change.

addressee is to delete/clear out the e-mail address.

e Ifthe “Active” checkbox is un-checked, all of the other

e However, CM/ECF will display the following options items are no longer displayed. Bottom Line: the
warning/error: secondary e-mail address will NOT receive NEFs

e If you delete the e-mail address, ALL of the option
Please enter a primary p-mail address. selections will not be displayed. In essence, you are

Options and additional addresses are not active without a primary e-mail address. "deleting” the secondary e-mail address.

e Ifyou “Submit” a blank e-mail address, that

e You CANNOT add secondary e-mail addresses, nor secondary e-mail address will be deleted from the
can you choose any options for the primary e-mail if the database.
primary e-mail address is blank.
e Ifyou “Submit” a blank e-mail address, NO One will ¢ Any remaining secondary e-mail addresses are not
receive any NEF notifications. affected by the deletion of a specific secondary e-mail
addresses.

-48 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 3.0
EFFECTIVE SEPTEMBER 11, 2006

Frame 8-5 The “Format” and “Delivery Method “Fields

Criminal

Email Information for Attorney Yee

utilities

Query

For primary and secondary e-mail addresses

Delivery In All
Frimary E-mail Address Format Method ive My Cases Additional Options
|cod_aty@ryahoo.com HThL =] | Individual NEF = s | Hide Options -]
Secondary E-mail Addre\ssgs
Ijack_yee@cob.uscour‘ts.gov HTRAL ;I I Individual MEF ;I | | I Hide Options ;I
Add Additional E-mail Addfess I ¢ Clear
¥
Format Delivery
Method

EIndividual NEF | = |

Surnmars MEF

For primary and secondary e-mail addresses

The “Format” Field :

Provides choices for the format for the Notices of Electronic Filing
(NEF).

There are two choices, HTML and Text. The defaultis HTML. Most
current e-mail applications are using the HTML format. HTML allows for
more graphical displays and easier links, etc.

Unless you are sure that your e-mail application is Text based, you
should leave the default selection, HTML.

The “Delivery Method” :

Provides two choices for the delivery method for the Notices of
Electronic Filing (NEF

There are two choices, Individual NEF and Summary NEF.

Individual NEFs indicates the e-mail address will receive
individual NEFs. Bottom line, “real-time” notification of any
activity in the case the attorney is involved in.

NOTE: The “real-time” notification is one of the benefits of CM/ECF.
Unless there is a problem in the volume of e-mails the email address is
receiving, the court recommends user keep the “real-time” naotification.

Summary NEF indicates the e-mail address should receive a
“Daily Summary” of ALL NEFs for cases the attorney is
involved in.

The “Summary NEF” will be delivered, once a day, AFTER
12:00 Midnight. Bottom line, the e-mail recipient loses the “real-
time” notification.
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Frame 8-6 The “In All My Cases” and “Additional Options” Fields

Criminal

Reports Utilities

Email Information for Attorney Yee

Delivery n All
Primary E-mail Address Format Method Active
Icnd_a@f@yahna.cnm I HThAL ;I I Individual MEF ;l res res
Secondary E-mail Addresses
Ijack_yee@cob.uscourts.gov I HTHAL LI I Individual NEF = i |

Add Additional E-mail Address | Submit | Clear |

IHide Options

IHide Dptions LI

For the Primary E-mail address | For all Secondary E-mail addresses

«
In All In All
Additional Options
My Cases My Cases : . Specific or Additional Cases
Ves - I Hide Options j

Delivery Method Exceptions
For primary and secondary e-mail addresses

e Cannot be de-selected, e The “In All My Cases” check box
is displayed un-checked for
e CM/ECF requires the secondary e-mail recipients.

primary e-mail address to

receive NEFs for all the o Ifthe “In All My Cases” check
cases the attorney is box is checked, the secondary e-
involved in. mail address will also receive

NEFs for all the cases the attorney
e If the volume of e-mails will receive NEFs for.
going to the primary e-mail
recipient is un-manageable, .
the Delivery Method
Exceptions (under
Additional Options) can
reduce the volume of

e-mails.

If the “In All My Cases” check
box is NOT checked, the
secondary e-mail address will
NOT receive any NEFs, unless
there are cases added via the

SpeoicorAddonalCases 0

The “ Additional Options” is a drop down list that has three options:

e The “Hide Options” selection is the default and just “hides” the
display of the information for the “ Specific or Additional Cases”
and the “ Delivery Method Exceptions” options.

e Depending on what has been checked, the “ Specific or Additional
Cases” option allows the specific e-mail address recipient to add
specific cases for notification and/or additional cases where the e-
mail address will receive notice.

e Depending on what has been selected in the “Delivery Method”
selection, the “Delivery Method Exceptions” option under
“Additional Options” provides for the opposite delivery method.
For example, if the “ Delivery Method” is “Individual NEF”, the
“Delivery Method Exceptions” allows the e-mail recipient to enter
cases where the delivery method will be a “Summary NEF.”

NOTE: Use this option with under “Additional Options”
care and understanding as to

how you will be noticed.

NOTE: The “real-time” notification is one of the benefits of CM/ECF.
Unless there is a problem in the volume of e-mails the email address is
receiving, the court recommends user keep the “real-time” naotification.
“Real-time” is set by selecting the is “Individual NEF” under “ Delivery
Method”
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(Specific or Additional Cases)

Email Information for Jackbert Yeebert

Primary E-mail Address Format

Delivery
Method

Frame 8-7 The “Additional Options” Fields continued

Criminal Uutilities

Reports

Query .

In All

Active M s Additional Options

|jack_yee@cub.uscourts gov
Secondary E-mail Addresses

JHTML | [ Indlividual NEF ~|  Yes

Hide Options

|

|HTML =] [ Individual NEF =] ™

Specific or Additional Cases d

Email Information for Attorney Yee

Primary E-mail Address Format

Delivery
Method

Criminal Utilities

Query .

Reports

In All
Active My Cases Additional Options

ICD d_aty@yshoo.com

1:06-cv-01 MR- Gy v. Guy d

Enter case number and click

Secondary E-mail Addresses

|Jack ce(Bcob.uscourts.gov
Ad;thﬁsqal E-mail Address | Submit | Cles?

Updating petson recard...
Update Person Prid: 436

|HTML =] [ Inclividual NEF ~| Yes

Add w ~| Additional Cases to Receive NEFs

s |Additi0nal Cases

|

Add to List

Ramber enfered: sefect the

Criminal Query Reports Utilities

The upd esstul.... prid 436 - Attorney Yee
The update was successtul...,

E-mail configuration:
Primary e-mail address: cod_aty@yahoo.com

L06-cw-00001 Jobn Doe . T34

L05-cy=01000 Good Guys, Inc. v. Bad Guys

This e-tnal

This e-mail address is curtently active, and notmally receives individual NEFs in HTML format for all of your active cases.
Youhave indicated that this e-maill address should receive NEF; for the following specific or additional cases:

Youhave noted the following cases are delivery method exceptions and should send Sumary NEFs instead:

e-mail address: jack_yee@cob.uscourts.zov
! Iy active, and notmally receives individual NEFs in

all of your active cases.

The “ Specific or Additional
Cases” selection :

If the “In All of My Cases” box
is [checked], or displays
“Yes,” the “Specific or
Additional Cases” selection
allows the e-mail recipient to
enter cases that they are not a
party to for e-mail notification of
activity.

Select the “Add” option. After
selecting the “Add” option, a
new text box labeled “ Enter
case number” is displayed.

e Enter the case number you
wish to receive e-mail
notification.

« [Click] on the | AddtaList |
button.

e The case number is displayed
with the short title.

o Repeat the process to add
additional cases to the list.

Note: If a case number is entered
and there are more than one case
number matching the entry, a
dialog box is displayed and asking
you to select the case you want,

and [clicking] on the _Next |

utton.

¢\ When all of the case numbers
have been entered for the cases
you want to receive e-mails on,
you can

\Ao select more “Additional

Options”,

™, [Click Jon the EEE

option

A [Click] on the Submit |
button to apply the e-mail
changes

e Make changes to secondary
e-mail addresses

Note: Changes are NOT applied
until you [Click] on the

Submit |button.
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Frame 8-8 The “Additional Options” Fields continued
(Delivery Method Exceptions)

Criminal Reports

Query

Additional Options
| Delivery Method Exceptions j

Primary E-mail Address

|cnd_aly@yahuu.cnm

Fy

Criminal Utilities

Query

Reports

Email Information for Attorney Yee
Delivery In All
Format Methed Active My Cases Additional Options
HTh4 Individual NEF d Tes Tes |De|ivery Method Exceptions d

Primary E-mail Address
|cud .

elivery Method Exceptions
et cases will receive Surmary NEF e-mails.

‘v | and click AddtoList

1:03-cw-02225 Smith w. Smith - Representing Jane Smith
IH 1:04-cw-00123 USA v, James - Representing Jessie James

1:05-cv-00405 Good Guys. Inc.w. USA - Representing Good Guys, Inc.
A 05001000 Giood Guys, Inc.w. Bad Guys - Representing Good Guys, Inc.

IHide Options j

e Depending on what has been
selected in the “ Delivery
Method” selection, the
“Delivery Method
Exceptions” option under
“Additional Options”
provides for the opposite
delivery method. For example,
if the “ Delivery Method” is
“Individual NEF”, the
“Delivery Method
Exceptions” allows the e-mall
recipient to enter cases where
the delivery method will be a
“Summary NEF.”

e Select [Add] from the drop
down list.

e Another drop down list is
displayed to allow you to select
cases for the [Delivery
Method Exception].

1:06-cv-01001 Gaad Guys, Ine.v. Bad Guys - Representing Good Guys, Inc. <
1:05-c-01002 Good Guys. Inc.w. Bad Guys - Representing Good Guys, Inc.
1:05-cv-02000 Millerw. Smyth - Representing George Smyth

1:06-cw-00007 John Doe w. USA

1:06-cv-01000 Rahittv. Fudd - Representing Crazy Rakbitt

1:06-cw-01007 Guy v. Guy - Representing Good Guy

1:06-cw-02222 Smith w. Taylor- Bepresenting Oliver Smith

SECF

Email Information for Attorney Yee

Civil  + Criminal . Query . Reports

Delivery In All
Format Method Active My Cases Additional Options

Icud_aty@yahuu.cum IHTMLjIIndividuaI NEFj Tes Tes IDeIiveryMethDd Exceptions j

IAdd +| Delivery Method Exceptions

The following cases will receive Sutuary NEF e-mails,

a

Primary E-mail Address

=

1:05-cv-01000 Good Guys, Inc. v. Bad Guys - Representing Good Guys, Inc. -+ | and click  Add ta List

Secondary E-mail Addresses

[HTML | |Individual NEF =] M I
Add Additional E-mail Address | Submit | Clear |

Ijack_yee@cub.uscuurts.guv I Hide Options d

a4

You can ONLY select one
case at a time.

o After you select the case,

[Click] on the | AddiaList
button.
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Frame 8-9 The “Additional Options” Fields continued
(Delivery Method Exceptions)

Criminal Utilities

Query

Reports

Email Information for Attorney Yee

Delivery In All
Format Method Active My Cases Additional Options

Icod_aty@yahoo.com IHTMLdIIndividual NEFd Tes Tes IDeIiveryMethod Exceptions d

|Add ~| Delivery Method Exceptions

The following cases will receive Suratnary NEF e-mails.
1:05-c-01000 Good Guys, Inc. v. Bad Guys - Representing Good Guys, Inc. d

Primary E-mail Address

-

Select case to add to listhere =| and click  Addi to List

Secondary E-mail Addresses

[HTML =] | Individual NEF =| u
Add Additional E-mail Address | Submit | Clear |

Ijack_yee@cob.uscourts.gov

Criminal

Query

Reports

Email Information for Attorney Yee
Delivery In All
Method  Active My Cases Additional Options

|c0d_aly@yahuu.cum |HTMLj|IndividuaI NEFj Tes Tes |De|iveryhx19thud Exceptions j

Primary E-mail Address Format

VERSION 3.0
EFFECTIVE SEPTEMBER 11, 2006

e The case number is displayed
with the short title

¢ Repeat the process to add
additional cases to the list

e When all of the case numbers
have been selected for the
cases you want to different
delivery option,

« [Click] on the BN

option to display all of the cases
you have selected

[Show - [etivery Method EXCeptions

The following cases will veceive Sutatnary NEF e-mails.
1:08-c-01000 Good Guys. Inc. v. Bad Guys - Representing Good Guys, Inc. j

Secondary E-mail Addresses

[HTML =] | Inclividual N
Add Additional E-mail Address | Submit |

|jack_yee@cub.uscuuns.guv |Hide Options

Criminal Utilities

Query

Reports

Updating person recard...
Update Person Prid: 436

The update was suc 10436 - Attormey Yee

ate was successful....

E-mail configuration:

Frimary e-mail address: cod_aty@yahoo.com
This e-ail address is currently active, and normally receives individual NEFs in HTML forwat for all of your active cases.
Youhave indicated that this e-mail address should receive NEFs for the following specific or additional cases:

1:06-cv-00001 John Doe . US4
You have noted the following cases are delivery method exceptions and should send Surmary NEFs instead:
1:05-cv-01000 Good Guys, Inc. v. Bad Guys

agail address: jack yee@cob.uscourts gov
active, and normally teceives individual NEFs im HTML for

Secon
Thits e-waall addre

-B53 -

>« [ClickJon the ~ Submit | pytton
to apply the e-mail changes

e Make changes to secondary e-
mail addresses

Note: Changes are NOT applied

until you [Click] on the =ulbmit |

button.

A confirmation or summary is
displayed to you to indicate how

NEFs will be sent. You should
review this screen carefully to

ensure the changes you made are
what you intended.
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Frame 8-10 Removing cases from “ Specific or Additional Cases” o
Method Exceptions”

r “Delivery

Criminal Utilities

Query

Reports

Email Information for Attorney Yee
Delivery In All
Method Active My Cases Additional Options

|HTMLj||ndividua| NEF x| es Yes | Delivery Method Exceptions -]

Primary E-mail Address Format

eceive Sutatmaty NEF e-tails.

1:05- meDD Good Guys, Inc. W Guys - Representing Good Guys, Inc. j
1:05-cv-02000 Miller w. Srayth - Representii & Syth

Select case from list and click Remove from List

Secondary E-mail Addresses

Ijack_yee@cub.uscuurts.guv IHTMLjIIndividuaI NEFd i

Add Additional E-mail Address | Submit [ Clear |

IHide Options

Criminal Utilities

Query

Reports

Email Information for Attorney Yee
Delivery In All
Method Active My Cases Additional Opti

|cod_aty@yahoo.com [HTML =] | Incivicual NEF > es Yes | Delivengefiod Exceptions v |

IRemuve ~| Delivery Method Exceptwns

The following cases will recejve

Primary E-mail Address Format

Select case from list and click  Remowve from List

Secondary E-mail Addresses

[HTML =] |Individual NEF =]
Add Additional E-mail Address | Submit | Clear |

|jack_yee@cub.uscuurts.guv

Criminal Utilities

Query

Reports

Email Information for Attorney Yee

Delivery In All

Method Active My Cases Additional Options
cod_aty@yshoo.com |HTMLL||IndividuaI NEFLI res Tes |De|iveryMethDd Exceptions ;I

IRemDve ~| Delivery Method Exceptions

The following cases will teceive Summary WEF e-mails.
1:05-cvw-01000 Good Guys. Inc.w. Bad Guys - Fepresenting Good Guys. Inc. d

Primary E-mail Address Format

Select case from list and click  Remove fram List
Secondary E-mail Addresses
jack_yee@cobuscouns.gov I HTHL ;I I Individual NEF ;I v L | I Hide Options ;I

Add Addifional E-mail Address | Submit | Clear |

NOTE: The process to remove
cases from either the

Specific or Additional Cases”
or the “Delivery Method
Exceptions” work in the same
manner.

These samples show the case
removal from” Delivery Method
Exceptions”.

Remember, the process to
remove case from the case list
for “specific or Additional
Cases” is the same.

\_l\‘n. Select [Remove] from the

drop down list.

¢ Select the case you wish to
Lwremove by clicking on it. The
selection will be highlighted in
blue.

¢ [Click] on the

y  Remaowve from List | button.

e The case is removed and the
remaining case(s) are re-
displayed.

¢ Repeat the process to add
additional cases to the list

Note: Changes are NOT
applied until you click on the

Subrnit | button.

-54 -




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 3.0
EFFECTIVE SEPTEMBER 11, 2006

Frame 8-11 Court Recommendations:

1. Each e-mail set up for the attorney should

receive e-mail notifications.

e All e-mails will be in the HTML format

is an active in.

process.

same way.

With Version 3.x of CM/ECF, there are a myriad of options and possibilities as to delivery of electronic notifications.

Unless there is a need to have exceptions, the court recommends the following:

Unless the user is using a text based e-mail application, HTML should be the format of choice.

Receive “real time” notification (select the “Individual NEF” under Type of Delivery.)

The “Active” box is checked. Note: If the “Active” box is NOT Checked, the e-mail address WILL NOT
The “In All Cases” check box should be checked. Note: If the “In All Cases” box is NOT Checked and the
“Active” box is checked, the e-mail address still WILL NOT receive e-mail notifications.

No “Additional Options” should be selected.

2. Using the court recommendations, each e-mail address set up for the attorney will benefit from:

e Because the “Active” and “In All of My Cases” check boxes have been checked and the “Individual
NEF” is selected, all e-mail addresses will receive “real time” natification of activity in any case the attorney

e Finally, since no “Additional Options” have been selected, there are no “exceptions” in the notification

Final Note: If other options are selected our used, it's recommended that ALL e-mail addresses be set up the

Frame 8-12 Adding an additional e-mail address

Criminal . Query

Email Information for Attorney Yee

In All
Active My Cases
Yes

Delivery

Primary E-mail Address Format Method

¢

Criminal

Query

Email Information for Attorney Yee

Delivery In All

Format Method
[HTML | |indhidual

Primary E-mail Address Active M

|cod_aty@yahuo.cum Tes

+ Reports

Additi

Utilities

IHide Options

Reports

itional Options

Utilities

| Hide Optians

o On the Email Information screen, [Click]
on the

Add Additional E-mail Address
button.

e A new text box is displayed under the
“Secondary Email Addresses” title.
The text box is open for entry of the new
email address.
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Frame 8-13 Adding a new email address, continued e As you enter the new email address,

the additional drop down boxes and
EECF Civil Criminal ~ + Query + Reports  + Utilities X

check boxes are displayed.
Email Information for Attorney Yee

e The additional items displayed are:
e Format for e-mail messages sent via

Delivery In All CM/ECF o
Primary E-mail Address ~ Format  Method  Active My Cases Additional Optja * Delivery Method, Individual (real
time) or summary (batch)
Iead_ety@yahoo.com |HTML || ncvidual NEF | Yes— Yes | Hide OW B e Active and In All of My Case check
boxes,
Secnndary Email Addresses o Additional Options for the e-mail
|Jack_yee@cubuscuunsguv{ HTML = |\ndw|dua|NEF M address.

Add Additional E-mail Address | Suarnit | Clear | NOTE: the “default” is to have the

“Active” box checked for the e-mail
address.

Frame 8-14 The “Active” Check Box

o If the “Active” box is unchecked for
Criminal . Query . Reports . Utilities a new e'mall entry or for an eXIstlng
e-mail address, the format, delivery

Email Information for Attorney Yee
Y i~ method, In all of my cases check
elivery In All . .
Primary E-mail Address Format Method Active My Cases Additional Opli bOX, and Additional OptIOI’]S are
Icod_aty@yahoo com IHTML = I\nd\\zlduaINEF | res Tes IHld ons = no |Onger dISplayed The “Active”

Secondary E-mail Addresses check box is d|sp|ayed as

unchecked.

When you [Click] on the = Submit |
button, the changes made are
Criminal Query . Reports 3 submitted.

Ijﬁck_yee@cuh UsCours. gow
Add Additional E-mail Addresg Submg . lear

Updating person record...
Update Person Prid: 436

In this example, the user was
adding a new e-mail address (See
Frames 8-3, 8-4.) However, in the
process, the “ Active” check box
was un-checked and the submission
was made.

The update was successful.... prid 436 - Attorney Yee
The update was successful....

E-mail configuration:
Primary e-mail address: cod_atyi@yahoo.com
This e-tail address is currently active, and novmally recetves individual NEFs in HT,
Yo have indicated that this email addvess should recetve NEF: for the following s
L06-cw7-00001 Jobhn Doe v TT5A
You have noted the following cases ave delivery method exception
1.0f-gr- [llU[ll Gugv Gug
Secondizg =ret
15 e-mail address is Uurrenﬂy de-activated:

orat for all of your active cases.
ic ot additional cases

The confirmation screen displays the
second e-mail address BUT it is not

active. The e-mail address is kept in
the database but the e-mail address

WILL NOT RECEIVE ANY NEFs.

shonld send Surmary WEFs instead

Frame 8-15 Activating an existing E-mail Address Going back into

haintain Your E-mail

Criminal . Reports My | from the Utilities Menu, the e-malil
screen is displayed with the current e-
mail address(es) in the system and

Delivery In All their status.
Primary E-mail Address Format Method Active My Cases Additional Options e The primary e-mail address is

Email Information for Attorney Yee

|cod_sty@yahoo.com [HTML =] | Individual NEF = | ¥es Ves | Hide Options | active. And displays NEF
Secondary E-mail Addresses options.
ljack_yee@cob uscours.gov L e The secondary e-mail is in the
Add Additional E-mail Adcess | Submit | Clear | system but is NOT ACTIVE and
None of the NEF options are
displayed.

Frame 8-16 Secondary E-mail Options.

The “Format”, “Delivery Method”, “Active” and “”In All My Cases” Check boxes, and “Additional Options”
(“Specific or Additional Cases”, and “Delivery Method Exceptions” have been covered in Frames 8-4 through
8-1.
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Frame 8-17 Maintain Your Login/Password

Jtilities

C F Civil  » Criminal . Query  « Reports . Utilities

Your Account

Jlallings

enf}z Document

Change Your PACER Login

Eeview Billing History
Show PACER Account

Criminal

More User Information for Attorney Yee

Login |coyeel234 ast login 08-01-2006 11:15
Password W
Prid 436 Create date 02/24/2005
Registered 7 Update date 07/20/2006
Internet Credit Card M

Groups Attorney
Submit | Clearl

Maintain Your Login/Password.

e From them menus,

[click] on

Maintain Your Login/Fassword
link.

-

e There are ONLY two fields that
can be changed. NEVER change
the “Login” information.

Notice that ECF displays a string of asterisks in the “Password” field. To
change your ECF password, place your cursor in the “Password” field and
delete the asterisks. Then, type in your new password. ECF displays the
actual characters of your new password as you type.

Criminal Query

Last login 08-01-2006 11:15

mrenttegin-08=-01-2008 11:15
Prid N Create date 02/24/2005
Registered v Update date 07/20/2006
Internet Credit Card M

Criminal Query

Updating person record...
Update Person Prid: 436

=l
e update was successtul.... prid 436 - Attorney YEED

pdating user record
date was succe

The update was successful....

Jser edit complete

e You can and should regularly
change your password. It's a
maximum of 8 characters. You will

p see the password you type in as

there is no confirmation entry.

e The password is CASE Sensitive

After changing your password,

[Click] on the = =ubmit | button
apply the password change.

o After submitting, a confirmation
screen will be displayed indicating
the update status.

-57 -



DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 3.0
EFFECTIVE SEPTEMBER 11, 2006

Frame 8-18 View Your Transaction Log

-2} CM/ECF TRAIN - LS. District Court:cod - Microsoft Internet Explorer

Ja\e Edit Miew Favorites Tools Help

Address |2§| https:fecf-train.cod.uscourts. gov fegi-binflogin. pl?743864544 166 712-L_238_0-1

|
| wpak - 5 - @ [F] 4| @seach Ggravortes Fiveda B | Y- S @ - =
|

Links &]Bankruptey CM-ECF Product Page €] CM-ECF Live Database - login  [GGoogle

Criminal Utilities

Query .

Reports
View Transaction Log

[Enter the Date Selection Criteria for the Transaction Log Report
Start Date: [1/1/1996  End Date: [2/24/2005

Submit Clear

[&] Capitalization counts, The asterisk widcard may be used to broaden the criteria enkered,

EICY

View Your Transaction Log

¢ When you click on the View Your
Transaction Log link, the View Your
Transaction date screen is displayed.

¢ Whatever beginning and ending date
range you enter, ECF will display a
report of ALL the transactions
performed between the dates you
entered.

o After entering the date range for
beginning and ending dates, click on
the [Submit] button.

frame 8-19 Sample Transaction Log

72) CM/ECF TRAIN - ULS. District Court:cod - Microsoft Internet Explorer

fie Edt Wiew Favortes Tools Help

Address [{&] hetps:jfect-train.cod.uscourts.govfcgi-binflogin.plr743864544166712-L_238_0-1

Back v & - (D [0 A | Qsearch [Favories @nteda H | By b 5] - 5]

Links (& ]Barkruptcy CM-ECF Praduct Page @] CM-ECF Live Database - lngn  [(G|Google

Criminal Utilities

Query

Reports Logout

Transaction Lo

Report Period: 01/01/1996 - 02/24/2005
Id Date Case Number | Text
\Amended MOTION for Protective Crder <I=for Interrogatories</I> by Defendant Porky's

LEUZ || s WIS | 1-05-Gox 112 (Attachments: # (1) Exhibit Ezhibit A, Pages 1 - 20)(testaty, )

B [BRIEF in Support re [3] Amended MOTION for Protective Order <I>for Interrogatories<]
120296 | 02/23/2005 14:48:53 |1-05-cv-124 Defendant Porky's BBQ, (. ) 1) fix Appendi, Pages 1 -40)(testaty, )
120301 02/24/2005 08:53:00 Updated person recerd: Able Testaty Prid: 19
120302 | 02/24/2005 08:56:11 Updated person record: Able Testaty Prid: 19
|120302 | 02/24/2005 08:56:11 Updated uger record. testaty 19

Total Humber of Transactions: 5

[&] capalization counts. The asterisk wildcard may be used to broaden the criteria entered. [

|5 & meem

Sample Transaction Log

e The Transaction Log is returned with
a list of activity.

e This is helpful in reviewing the
following:

e  Work you have done.

e Determining if you docketed in
the wrong case.

e Review for unauthorized activity.

e This Transaction Log is provided
at no charge to the customer.
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Frame 8-20 Mailings

EEC F Civil - Criminal . Quie

Ttilities
Your Account DMiscellaneous
ECF Logmn Internet Fayment History

Iflantaimn ¥ our Account earch ...
Wiew ¥ our Transaction Log
Change Client Caode
Change ¥Your PACEE. Login Wenfy a Document
Eewew Billing History

Show PACEE Account

Frame 8-21 Mailing information sub-menu

Criminal

MMailings

Ilaling Info for a Case
Ilailing Labels by Case

Frame 8-22 Mailing info for a case - Case number entry screen

Mailing Information for a Case

Enter the case number to wiew the recipient list.
Case Numbher: |DE|:V1 oao

Submit | Clear |

Frame 8-23 Mailing info for a case display

Civil Criminal + Query Reports Utilities Logout

Mailing Information for a Case 1:05-cv-01000-EWN

Electronic Mail Notice List

to receive e-mail notices for this case.

+ Chris Vagner
chris_vagner@cod.usconrts. gov cod_aty@yahoo.com

+ Jack Yee
cob.uscourts. gov

Manual Notice List

The following 15 the hst of attorneys who are not on the list to recerve e-mei notices for this case {who therefore require mamual noticng). ¥ou may wish to u
ur word processing program in order to create notices of labels for these recipients

b (No wanual recipients)

_* Yoycan highlight the text here and

Mailings

e When you click on the Mailings
link, Mailings sub-menu is displayed.

e The Mailing sub-menu has options
displayed as well. Click on the
“Mailing Info for a Case” link.

¢ Enter the case number you want to
get mailing information on.

o After entering the case umber,
click on the [submit] button.

e ECF returns a display of how ECF will
“notice” the parties in the specified
case.

e In this example, the attorneys have e-
mail address and will be noticed
electronically by e-mail.

o If there were “manual” recipients
listed, their names and address would
be displayed here. In this example,
there are no “manual’ recipients.

copy into your Certificate of
Service.
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frame 8-24 ECF Logout ECF Logout

' o After you have completed all of
2 F TR ¥ 1 1 O[T IO Y RO 1 [ (TR T4~ your transactions for a particular
V session in ECF, you should log
out of the system. Click on the
Logout function from the ECF
Blue menu bar.

ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Linauthorized entl
prohibited and subject to prosecution under Title 18 of the LS. Code. All activitig]
access gttempts are logged.

Instructions e ECF will log you out of the

Enter yvour ECF login and password for electranic filing capabilities If you do not system and return you to the
filing capabilities, enter vour PACER login and password. If wou do not have a P A ECF Iogin screen

lagin, contact the PACER Service Center to establish an account. You may reqis )
online at http:fpacer psc uscourts .gow or call the PACER Service Center at (300
G7E-6856 or (210) 301-540

e It's important to use the Logout

An access fee of $ 08 per page (rate increase effective January 1st,2005), as Option as it terminates the cookie
approved by the Judicial Conference of the United States, will be assessed for a

to this service. All inguiries will be charged to yvour PACER account. If you do not that yvas created for your ECF
filing capabilities, enter your PACER login and password. The Client code is pro session.

to the PACER user as a means of tracking transactions by client. This code can
to thirty twwo alphanumeric characters long.

Authentication

Login: |

FPassword: I

client code I

Login | Clear I

Frame 8-25 ECF Login warning screen
e If you don’t Logout properly, the next

time you try to log on, you will get a
Warning: the account you entered is already logged in. Warning” dlsplay as shown

This iz prebably the result of one of these two citcumstances:
The “warning” message is to warn
+ Tou did net click "LogCut" on the top bar when you last used CHWECE. you that ECF thinks you are still

Click the " Continue login" button helow to complete the login process. logged on or someone else is

OR logged on as you.

°

+ Tou share this account and someone else is using it. . . .
Click the "' Cancel"” button helow to return to the login screen. o If you click on the [Cpntlnue LOgIn]
[if wou chick the "Continue logm" butten, someone else using this account will have ther CRUECE sessiont button, ECF will continue to |Og you
on.
.
Caiezl Continue login) o However, if someone else is actually

logged on with this login, you will
terminate their session and any
activity they were doing will be
aborted.

e To avoid getting the “warning”
display, use the Logout option to
actually log out of ECF.
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Chapter 9
Criminal Case Docketing

Filing a Motion

As an illustration, this section of the User Manual describes the basic steps you will need to take to file a motion
with the court. The process for filing other types of documents using other criminal events is similar.

Frame 9-1 ECF Menu Bar ECF Menu Bar

e After successfully logging into ECF,
click on Criminal from the blue
menu bar at the top of the ECF

EECF Gl o+ Criminal +> Query o Reports o+  Utilities +  Logout ’?;

screen.
Frame 9-2 Criminal Docketing Categories Criminal Docketing Categories
UEC F Civil - Criminal e To file a motion, the user should
. click on Motions under Motions
Criminal Events and Related Filings.

Charging Instruments and Pleas
Plea-Related Documents

Motigns and Related Filings

wianos® Documents, Besponses and Beples

Other Filings
Waivers
Service of Process
Iotices
Trial Documents

Appeal Documents
Other Documents
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Frame 9-3 Case number entry screen

Civil Criminal

Reports

Motions

Case Number
f5erd001]

0012345, 1:99-cv-12345, 1-99-cv-12345, 90cv12345, or 1:99cv12345

Improperly formatted case number, pleg@egnter case numbers in the format v -F
Q- O =Ty -, Oy T Qv T, Office code O can be eith@rs
number or an upper case alphabet.

1

JA

Case number entry screen

Identify the Case for Which the
Document is Being Filed by entering
the number.

Note: ECF defaults to the last
case from which you worked.
Ensure the proper case number is
entered in this field to avoid filing
your document in the wrong case.

e If you submit a case number that is
formatted incorrectly, ECF will
prompt an error message advising
you of the correct format for entering

the case number.

v

Click [OK] to acknowledge and close
/tﬁggor message. Click the [Clear]
utton on the Case Number screen
\a@g—enter the case number in the
corre® format.

Click on the [Next] button.

A

Frame 9-5

entered in this field to avoid filina vour document in the wrona case.

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is

Frame 9-6 Selecting defendants

Criminal

Motions
Make appropriaie selections

7 1:05-er-04001-EWI-1 - Joe Quack
™ 1:05-cr-04001-EWH-2 - Lucy Quack

7 All defendants

M ext | Clear |

Selecting defendants

e Check the box for the defendant(s)
this filing affects.

o If it affects all defendants, check the
“All Defendants” box.

¢ In this example, we are filing a motion
that affects defendant Luck Quack so
check the box next to Lucy Quack.

¢ Click the [Next] button.
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Frame 9-7Slecting the filing party Selecting the filing party

¢ Highlight the name of the party for
whom you are filing the document.

Criminal Reports

Motions
o If you represent more than one party,

1:05-cr-04001-EWH US4 v. Quack et al select multiple parties by holding
down the [CTRL] key while pointing
and clicking on each party you

Select the filer.

Select the Party: represent
LISA [Flaintiff] -
Cluack, Joe (1) [Defendant o If done correctly, each party selected

Quack, Lucy (2] [Defendant

will remain highlighted.

e Click on the [Next] button.

Unly court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335-2050
Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MMDT/NST) with the parties you wish to add.

et Clear

Frame 9-8

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-
365-6381 or 303-335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s
information. Only court personnel can add or create new parties to a case. If you click on the Add/Create New
Party hyperlink, ECF returns an error message advising you of this restriction.

Frame 9-9 Attorney/Party association screen Attorney/Party association screen
L o If this is the first time the attorney is
Criminal filing in the case, the Attorney/Party
. Association window will appear. The
Motions purpose of the window is to create an
1:05-cr-04001-EWWN USA v. Quack et al association (*link’) between the

attorney and the party.

e Check the box if the attorney and

The following attornew/party associations do not esst for this caze. party should be “linked” in ECF.

FPlease check which associations should be created for this

¢ It's VERY important that the Notice
box is checked, Otherwise, the

dft) represented by JTack Yee (aty) d % att?_rney WILL NEVER get any
notice.

e Generally, if this is the first filing on
behalf of the party, the “Lead” box is
A checked.

e Click the [Next] button.

Next Clear

Frame 9-10 Motion selection screen Motion selection screen

Criminal e The Motions screen appears and
displays a list of motions. Scroll
through the list until you locate the
type of motion you wish to file.

Motions

1T 05-cr-O04001-Evy ILSA . Quack et al

e For demonstration purposes,

Strike = highlight Suppress.

Substitute Attorness

NOTE: To file motions of multiple
types, hold down the ctrl key on

Takse Deposition
Trawel

Trial by Jury — P
Unseal Case = the keyboard when choosing the
second motion type.
Mlext Clear

e Click on the [Next] button.
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Frame 9-11 Specify the PDF Document to File.

Criminal

Motions
1:05-cr-04001-EMYTY LIS A v, Quack et al

=elect the pdf document (for example: CA%%3cv201-21 pdf).

Filename

| Browse. . |

Attachments to Document: ® Mo © Yes

Ml et | Clear |

Specify the PDF Document to File.

e ECF provides the filer an entry box to
indicate the main document as well
as indicating, via the attachment
radio button, if there are any
attachments to the main document
being filed.

¢ Click the [Browse] button.

Frame 9-12 Viewing the PDF document

Choose file

Look in: Ia extemnal pdfs fartng

| = @=crEr

2]

answer_complalnt.pdf
rrest warrant-1.pof
rrest warrant-2. pof
rrestreturn 1.pdf
rrestreturn 2. pdf
ttachment_1.pdf
wv-wp 1. pof
- 2. pctf
rief_support. pof
rief_support-cr.pdf

mcmon supress-cr. pof

atio _I_I ress-cr-ne
proposed_order.pd
- proposed_order_cr pdf

mutiun_prutedive_urder. pdf

File name: IthlUnfsupress-cr—new.pdf

Files of type

[ Files <=

N Metware Copy

Scan for Yiruses. .

Cipen YWith
Cuick Yiew Flus
Cluick Print
Add to Zip

Send To

Cut
Copy

Craata Shartent

WL

Viewing the PDF document

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

e The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.

Frame 9-13

correct documents in the ECF application.

Note: It is highly recommended you view the PDF document and any attachments to ensure you are filing the

Frame 9-14 Review the PDF document

B Adobe Acrobat Professional - [motion_supress-cr-new. pdf]
[T] File Edit “iew Document Tools Adwanced Window Help

S\ynatuves\l Bookmarks

Case No 05-cr-04000-EWN
United States of America,

Plaintiff

vs

1. Joe Quack.
2. Lucy Quack.

Defendant(s)

I Cornments

In the United States District Court
for the District of Colorado

Motion to Suppress Evidence

Review the PDF document

e Each PDF attached is limited to the
2 MB court standard on document
size, but a transaction with
attachments may exceed the
standard.

¢ When viewing the PDF document,
check the document for items such
as:

court

case number and style

parties

correct

document
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Frame 9-15 Review the PDF document (Continued)

s/Aty Stiles

Aty Stiles

901 19% st., Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

2 Adobe Acrobat Professional - [brief_support-cr.pdf]
) File Edit View Document Tools Advanced ‘Window Help

Sigl urss\l Bookmarks

Cornments

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

I hereby certify that on 00/00/05. I electronically filed the foregoing with the Clerk of Court using the CM/ECF
system which will send notification of such filmg to the following email
addresses

Aty Stiles
dustin_stiles@cod uscourts.gov

Chris Vagner
chris_vagner@cod.uscourts.gov. cod_aty(@yahoo.com

Jack Yee
jack_yee(@cob.uscourts.gov

and I hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manner (mail, hand delivery. etc ) indicated by the non participant’s name-

NONE

Review the PDF document (Continued)

e The signature (i.e. s/ and the attorney
name

Is the “Certificate of Service” part of
the main document?

The “Certificate of Service” does not
need to be a separate attachment.
It's considered to be part of the main
document.

e The s/ on the “Certificate of Service”
can be the attorney or the secretary,
paralegal, or administrator.

After viewing the PDF document,
close the Adobe application by
[clicking] in the “X” in the top right
corner of the Adobe application.

Frame 9-16 Choose file dialog box

Choose file

[ 2[]

Look jn: I@externa\ pofs for tmg j = B £ Ev

ﬁ motion_supress-cr. pdf

o] mation_supress-cr-new. pdf
o] proposed_order. pdf

o] proposed_order_cr.pdf

[Fanswer_complaint pef
T arrest warrant-1 pdf
arrest warrant-2. pdf
[T arrestraturmn 1.pdf
ﬁarrealretum 2. pdf
ﬁattachmemj pdf
ﬁaw—wm .pdf
ﬁawwpzpdf
ﬁbrief_suppun.pdf
ﬁhrief_suppor‘t—cr pdf
T exhibit_a . pof
ﬁindictment.pdf
ﬁmutium_prutedive_urder pdf

File name: Immion_supress—cr—new pf j

[ Files ¢+ = Cancel

Files of type:

[

Choose file dialog box

e Click on the [OPEN] button to
populate the entry box for the
filename.
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Frame 9-17 Attaching additional PDF documents to the main document such

as exhibits, proposed orders, etc.

2 CM/ECF TRAIN - U 5. District Court:cod - Microsoft Internet Explorer

|Fi|e Edit ‘View Fawvorites Tools Help

| HBack v = ¥ @ tat | @Search [ Fawvorites @Media @ | %V = v @

Criminal

votions
1:08-cr-04001-EWVWTY LUSA v, Quack et al

select the pdf document (for example: CA199cv501-2
Filename

T:\External Training‘external pﬁg fol

Attack

ts to Doc

Reports

MNext Clear |

Attaching additional PDF documents to
the main document such as exhibits,
proposed orders, etc.

Ly The Filename box is now filled with

the name of the main document.

e If there are attachments to the
main document, click on the [yes]
radio button.

e Click the [NEXT] button.

Frame 9-18 Additional Attachments

2l CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
J File Edit ‘“iew Favorites Tools Help

J = Back * = @ at | @Seafch (&l Favorites @Media @ | %‘ =) -

=l [ [

Criminal

1:05-cr-04001-EVWN USA v Quack et al

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendizpdf).
Filename

| Browse...

Reports Utilities

2) At your option, select a document category, enter a description, and select a type.
Category Description

| |

Add to List

Remove from List |

Next |

3) Add the filename to the kst box below. If you hawe more attachments, go back to Step 1. When the bst of filenames 1s complete, click on the Next button

Additional Attachments

e Similar attaching the main
document, the attachment screen is
displayed.

e click on the [Browse] button.

Frame 9-19 Select and view the PDF Document

Choose file

k3

Look in I@ external pdfs fortrng

F eEeEr

ﬁaﬂswer_cumplaint.pdf
ﬁarrest warrant-1. pof
Earrest warrant-2. pof
(M arrestreturn 1 pdf
Earrestreturn 2 pf
Eattachmentj.pdf
ﬁaw—wp‘l.pdf
ﬁaw—wpzpdf
Ebrief_suppor‘t.pdf
brief_suppor‘tfcr.pdf
Eexh\blt_a pof
Elndldment.pdf
Emutiuniprutediveiurder.pdf

motion_supress-cr.pdf

motion_supress-cr-new. pof
proposed_order. pdf
iprop d_order _cr pdf,

File narme: Iprupusedfurderﬁcr.pdf

E =

Files of type: [l Files ¢+

j Cancel
Z

Select and view the PDF Document

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

e The court highly recommends you
right click and open the document
up in Adobe Reader (or Adobe
Acrobat) to view the PDF document
to ensure it is the correct PDF
document you wish to file.
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Frame 9-20 Opening up Adobe Reader or other PDF viewing software

d CM/ECF TRAIN - U.5. District Court:cod - Microsoft Internet Explorer

Choose file

Loaok in: I@e)demal pdfs fortmg

« [ ef Ev

[

2]

i@ answer_complaint. pdf
arrest warrant-1.pdf

@ arrest warrant-2.pdf

T arrestreturn 1.pdf prop

@ arrestreturn 2. pdf

1] attachment_1.pdf

ﬁmmion_supress-cr.pdf
motion_supress-cr-new. pf
@prupusediurder.pdf

1 ordg

Select

'@aw—wm.pdf
'@aw—pr.pdf [P
Fbrief_support pef N RetWare Copy...
'@br\ef_suppor‘t—cr.pdf
'@exhibit_a pdf Scan for Viruses...
Eindictment. pof Open With v
'@motion_protemive_order.pdf Cluick Wiew Plus

Quick Print

Add to Zip
File narne: Ipraposed_arder_cr.pdf F— ,
Files of type: IAII Files (%% Cut

0 Copy

Cpen

e |
Cancel |
4

Opening up Adobe Reader or other
PDF viewing software

¢ Right Click on the PDF document.

e Highlight the “Open with Acrobat
XX

e Adobe Acrobat or Adobe Reader
will open and the PDF document
will be displayed for your review.

e |t's very important that you
review the PDF document to
ensure it is the correct document
you want to file.

Frame 9-21 Review the PDF Document

Eile Edit iew Document Tools Advanced MWindow Help

Case No 05-cr-04001-EWN
United States of America,

Plaintiff

Pages‘ Layere‘ S\gnatuves‘ Bookmarks \ |

Vs

1 Joe Quack.
2. Lucy Quack.

Defendant(s)

Cormments

In the United States District Court
for the District of Colorado

Choose file

Proposed Order

Look in: Iaexterna\ pedfs for trng

« & o Ev

[

[ 2[]

O

i@atnswer_cumplauht.pdf
) arrest warrant-1 pdf
T arrest warrant-2. pdf
[T arrestraturmn 1.pdf
ﬁarrealretum 2. pdf
'@attachmemj pdf
'@aw—wm .pdf
'@awwpzpdf
ﬁbrief_suppun.pdf
'@hrief_suppor‘t—cr pdf
T exhibit_a . pof
'@indictment.pdf
motion_protective_order. pdf

ﬁ motion_supress-cr. pdf

o] mation_supress-cr-new. pdf

o] proposed_order. pdf
proposed_order_cr.pdf

File narme:

Files of type: IAII Files (**

Cancel |

2

Review the PDF Document

When viewing the PDF document,
check the document for items such
as:

court

case number and style

parties

correct

document

>.

Since this is a proposed order,
remember to send the WordPerfect
or WORD version to the Magistrate
and District Judge via e-mail as
described in the ECF Procedures.

After viewing the PDF document,
close the Adobe application.

Click on the [OPEN] button to
populate the ECF Filename entry
box.

Frame 9-22 Describing the attachment

Describing the attachment

¢ The Filename entry box should be

- 67 -




DISTRICT OF COLORADO VERSION 3.0
ECF USER MANUAL EFFECTIVE SEPTEMBER 11, 2006

filled in on the CM/ECF Filename
box.

Criminal Reports . Utilities . Logout

1:08-cr-04001-EVWN USA v Quack et al

e Under the Category entry box, there
is a drop down arrow to allow you to

[Select one or more attachments.

1) Enter the pdf document that contans attachment (for example Chepyrendz. pdf). | select the type of attachment it is.
Filename Click on the drop down arrow to see
IT:\Ex‘tErnaI Training'external pdfs fo| Browse... the list of attachment types_ If the

[2) At your ophion, select a document category, enter a description, and s E type does not flt the attaChmentq
Icmgow Descrips select the blank entry.

-

3y &dd the filename to the list hox helow. If you hawe more attachments, go hack to Step 1. When the list of filenames 1 complg# chick on the Nezt button. P
! Y g ¥ > e You can enter a description to

: provide additional information.
Add to List

For example, if you have to break up
an exhibit, you can enter the page
Next numbers of the exhibit being
submitted. In the Description field
you can enter Pages 1 — 30.

Remove from Li

Selecting the category descriptor

Frame 9-23 Selecting the categdry descriptor

e In our example, we do not need to
further describe the document, so
we leave it blank.

) At vour option, select a document categgef, enter a description, and select a type
[Category Description

(D[N

ou have more attachments, go back to Step 1. When the list of flenames 15 complete, click O
Affidavit

Appendix

Civil Cover Sheet

Continuation of Main Document
Conventionally Submitted
Deposition Excerpts

Exhibit

\Click on the [Add to List] button.

Pages
Proposed Document
iPrannsed Order (PNF Onlvy

Frame 9-24 Repeating the process for additional attachments Repeating the process for additional
attachments

‘@ CM/ECF TRAIN - U_S. District Court:cod - Microsoft Internet Explorer
J File Edit View Faworites Tools Help .
| ®Back v = + @ [ 4| @Search GdFavorites PMedia 8| By S @ ~ = E1 @& * The fllename_ of the_ attachment
is displayed in the list box.

Criminal . Query Reports . i Logout

Motions e Repeat the steps above to add

1:05-cr-04001-EWHN USA v Quack et al

additional attachments.

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Cappendiz pdf)

Filename e When all of your attachments are
[T:\External Training\external pdfs foi_Browse... added to the list, Click the [NEXT]
button.

2) At your option, select a document category, enter a description, and select a type
Category Description

Proposed Order {(PDF Only) = I

3) Add the filename to the list box below. 1f vou have more attachments, go back to Step 1. When the list of filenames is complete, click on the MNext button

T:\Ext | Training'ext | pdfs for trnghy d_ord .pdf |
ernal Training'\external pdfs for trng\proposed_order_cr.p Add to List

Remove from List |

Frame 9-25

Note: Users are required to submit a proposed order as a PDF attachment to the document. They are also

required to submit a WordPerfect or WORD version of the document to the district judge and magistrate judge.
Please review the reailirements in the FCF Procediires
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Frame 9-26 Modify docket text, as necessary

42 CM/ECF TRAIN - U_S. District Court:cod - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

&Back v = ~ @ 4t | ‘D search [Favorites @hiedia o8 | Eh~ S - [a
Address IE https:#fecf-train. cod. uscourts. gow/cgi-binflogin.pl 753021 2075610229-L_238_0-1

Links &]DC TEST ATY

=

E]DC TEST DCN &]DC TRAIN -ATY &]D0C TRAIN - DCN - &]DC LIVE ATY  @]DC LIVE DCN 2] D0 Intranet Home

Criminal . Utilities .

Query -« Reports - Logout
Motions

1.08-cr-04001-EWWN USA v, Quack et al

Docket Text: Modify as Appropriate.

=1 MOTION to Suppress by Lucy Quack. (Stiles, Aty)

@ CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
I File Edit ‘“iew Feworites Tools Help

] “Back ¥ = ~ @ a | @Search [#] Favarites @Media @ ‘ %‘ =) Ké @,

| Address [ €3 hitps:tect train. cod uscourts gowegi binflogin. pI7530212075610228-L233_0-1 -] 6o H &

|Links €]DCTEST ATY €]DCTEST DON €]DC TRAIN -ATY @DCTRAlN-DCN/@tﬁNEAW E]DC LWE DCN £]DC Intranet Home

3
Civil Criminal +  Quary Reports Utilities - Logout ?

Motions
1:05-cr-04001-EWN USA v, Quack et al

Docket Text: Modify as Appfopriate.

7| MOTION to Suppress Evidence from 123 Back Al by Lucy Quack. (Stiles, Al

Modify docket text, as necessary

Modifying docket text is optional.
Users do not have to modify text
in all of the text boxes provided.

It is important when modifying
text to accurately describe the
motion, particularly as there may
be similarly titled motions within
the same case. For example,
there may by multiple motions to
extend time.

Click on the down-arrow
located to the left of the blue
text-box to open a modifier
pull-down list. You may select
one of the words in the pull-
down list or leave the field
blank.

Click on the text-box by the
party’s name, and type a
description of the document.
This added text will part of the
docket entry.

After entering all applicable

¥ docket text, click on the

[Next] button.

Frame 9-27 Submit the Transaction to ECF

@ CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
] File Edit “iew Fevorites Tools Help

] SBack ¥ = v D “at | ‘D search CHFavorites @hedia &3 | Ey S 4 [a

Criminal Utilities .

Reports .

Wiotions
1.05-cr-04007-EWyYMN USA v, Quack et 3l

Docket Text: Final Text
Amended MOTION to Suppress Evidence from 123 Back Alley by Lucy Quack. (Stiles, Aty)

Attention!! Pressing the NEXT hutton on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Next | Clear

Submit the transaction to ECF

e Carefully review the docket

text. If you are satisfied with the
final docket text and the
documents you have attached
are correct and the one(s) you
want to file.

¢ Click on the [Next] button.

¢ This completes the filing of your

document and this docketing
transaction.

Frame 9-28

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue
menu bar, including logging out of the system. Users should avoid using the [Back] button in complicated
transaction, as it is easier to just start over. When using the [Back] button, a user may not use the [Forward]
button on the web browser when the correction has been made. Progression must be made using the ECF
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Frame 9-29 Receive the Notice of Electronic Filing

Criminal Query

Motions
1T 05-cw-0M000-REE Good Guys, Inc. w. Bad Guys

U. S. District Court [TEST]
District of Colorado [TEST]
Motice of Electronic Filing

The following transaction was entered on 8/11/2006 at 7:40 A MDT and filed on 841172008

Case Name: CGood Guys, nc. v, Bad Guys
Case Number: 1:05-cw-1000
Filer: Good Guys, Inc.

Document Humber: 12

Docket Text:
MOTION For Extension of Time to by Flaintiff Good Guys, ne. (Yee, )

1:05-cv-1000 Notice has been electronically mailed to:
Attorney Yee cod aty@yahoo.com, jack yee@cob.uscourts. gov
Toe Smith cod_aty(@yahoo.com

——"
kL:05-cv-1000 Notice has b iled by the filer to: >
cv otice asAeen mailed by the filer to

The following document(s) afe associated with this fransaction:

Document description: M3in Document
Original filename:n/a
Electronic document Stamp:

[STAMP deecfStamp 1D=1071006659 [Date=8/11/2006] [File Number=68367-0]
[dceaadz6e 1ch0ab 672987 28Ra%003e07cecalB0dd 7h91dbc 4862702 2179db e 97de da
9ca3016f7h0a40cd Fada0db 2p 342568656408 88d 3076 7af 1e 3h3a3e35]]

Receive the Notice of Electronic
filing (NEF)

e The NEF confirms that ECF has
registered your transaction and
the document is now an official
court document.

¢ Note: The Notice of Electronic
Filing is your proof of filing
and the official file mark. You
should always print and save a
copy of the Notice of
Electronic Filing.

After a document is electronically
filed, ECF a Notice of Electronic
Filing (NEF) to the designated
attorneys and parties who have
supplied their e-mail addresses to
the court.

e Individuals who receive electronic
notification of the filing are
permitted “one free look” at the
document by clicking on the
associated hyperlinked document
number embedded in the Notice
of Electronic Filing.

The filer is permitted “one free
look” at the document and the
docket sheet to verify that the
document was properly docketed.

Frame 9-30

v

to receive notice electronically.

Note: Users may not use the court’s electronic notice facilities for parties listed in the “Notice has been mailed by
the filer to:” section. The user filing the document is required to serve these documents in paper format in
accordance with the rules. Only users listed in the “Notice will be electronically mailed to:” section have consented

Filing a Brief in Support of a Motion

As a further illustration, we'll file a brief in support of a motion. Since this repeats screen samples from the
previous example, the format for this example is presented in a more concise presentation.

Frame 9-31 Criminal filing categories

i CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explorer
| File Edit ‘“iew Favorites Tools Help

Criminal - Reports . Utilities .

[ICriminal Events

Charging Instruments and Pleas
FPlea-Related Documents

Motions and Related Filings
Ilotions
Supporting Diocuments, Responses and Replies

Other Filings
Waivers
Service of Process
Motices
Trial Documents
Appeal Documents
Other Documents

Criminal filing categories

e The user should click on Supporting
Documents, Responses and Replies
under Motions and Related Filings.
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Frame 9-32 Selecting Brief in Support of Motion Selecting Brief in Support of Motion

@ CM/ECF TRAIN - U.S. District Court:cod - Micrasaft Internet Explorer

| File Edit View Favorites Tools Help e This menu has a scroll bar next to it.
3 Scroll through the menu until you
UECF Civil « Criminal + Query « Reports «  Utilities locate the type of document you wish
- to file. Highlight Brief in Support of
Iesponses & Replies Motion
Brief in Support of Motion j e Click on the [Next] button
Next | Clear |
Frame 9-33 Enter case number Enter case number
@ CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer e Enter the number of the case for
| Fle Edi View Favories Tooks Help which the document is being filed
GBack v & v @ [ A | @Search EFavorites @Phiedia 3| By S | ~ Y e If you submit a case number that is

formatted incorrectly, ECF will prompt
JAddressI@ https:/fect-train. cod uscourts. govicgi-bindogin.pl 71 265089324589693-L_238 01 Y, . . P P
i = = an error message advising you of the

Links &]DCTEST ATY &IDCTEST DCH &]DC TRAIN-ATY €]DCTRAIN- DCN €]DC LIVE ATy €]DC LIVE DCN correct format for entering the case
number.

EECF Civil Criminal Query Reports « Utilities

Responses & Replies

e Click [OK] to acknowledge and close
the error message. Click the [Clear]
button on the Case Number screen

Lol and re-enter the case number in the

|05f’r4001 00.17345, 1:90-0v-12345, 1.99-cv-12345, 90ev1 2345, ot 1 99evl 2345 correct format.

e Click on the [Next] button.
Nextl Clear

Frame 9-34

Note: ECF defaults to the last case from which you worked. Ensure the proper case number is entered in this
field to avoid filina vour document in the wrona case.

Frame 9-35 Select the defendants Select the defendants

M A o, Listric

e Check the box for the defendant(s)
this filing affects.

File Edit “iew Favarites Toals Help

Addrass [E] https /ech-train, ool uscourts govicgh birlogin,pi?1 28508832405683-L_238_0-1 » If it affects all defendants, check the
“All Defendants” box.

J
J FBack v = * @ fat | @Search (%] Favorites @Med\a @ ‘ %‘ 5 s @
|
J

Links €]DCTESTATY EIDCTESTDCHN €]DCTRAIN-ATY €]DCTRAIN-DCN £€]DC LIVE ATY €1DCLIVE DCN €]DC

e In this example, we are filing a motion
that affects defendant Luck Quack so
Responses & Replies check the box next to Lucy Quack.

¢ Click the [Next] button.

Criminal « Query -« Reports « Utilities »

Wiake appropriate selections
I 1.05-cr-04001-EWN-1 - Joe Quack
IV 1:05-cr-04001-EWN-2 - Lucy Quack

I” All defendants

M Clear |
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Frame 9-36 Select the filing party

File Edit ‘“iew Favorites Tools Help

S Back v & ~ @ o | @Search (ElFawvorites @ Medis |8 | Eh~ 3 T EER
Address |@ https:f#feci-train. cod. uscourts. gow/cgi-binsdogin. pl? 1 26508932495693-L_238_0-1
Links &1DC TEST ATy @I1DC TEST DCN @1DC TRAIN -ATY @&1DC TRAIN - DON_ &1DC LIVE ATY ©]DC LIWE DCR

()

Criminal Utilities

Reports

Responses & Replies

1:05-cr-04001 -EWHN USA v Ouack et al

[Select the filer.
Select the Party:

USA [Plaintiff]
Quack, Joe (1

Defendant

(Only court personnel can add new parties. Contact the Help Desk at 1-866-365-6381 or 303-335-2050
Monday - Friday, from 8:00 a.m. to 5:00 p.m. (MDT/MST) with the parties you wish to add

Select the filing party

¢ Highlight the name of the party for
whom you are filing the document. If
you represent more than one party,
select multiple parties by holding
down the [CTRL] key while pointing
and clicking on each party you
represent

o If done correctly, each party selected
will remain highlighted.

e After highlighting the parties to the
document, click on the [Next] button.

Next Clear
Frame 9-37

ECF returns an error message advising you of this restriction.

Note: If the list depicted does not display the party or parties a user represents, contact the Help Desk at 1-866-365-
6381 or 303-335-2050 Monday thru Friday, from 8:00 a.m. to 5:00 p.m. (Mountain Time) with your party’s information.
Only court personnel can add or create new parties to a case. If you click on the Add/Create New Party hyperlink,

Frame 9-38 Attaching the main PDF document

CM/ECF TRAIN - U S_ District Court:cod - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help

“Back v = ~ 3 7t | @ Search [alFavorites @hedia of | By~ 8 ~ =] [&
Address [#] hitps:#ech-train.cod. uscourt s, govegi-indogin.pl 7 126508932495695-L_238_0-1
Links €]0C TEST ATY @€1DC TEST DCN  &1DC TRAIN -ATY €10C TRAIN - DCN  £1DC LIVE ATY €1DC LIVE DCN - €1DC

Criminal Utilities

Reports

Responses & Replies
105 cr-04001-EVVIN UISA v Quuack et al

Select the paf document (for example: CA199cw501-21.pdf)
Filename

I Browse...

Attachments to Document: & No ¢ Yes

Next | Clear |

Frame 9-38 The Choose file dialog box

-2 CM/ECF TRAIN - U.S. District Court:cod
Choose file HE

= = ®EerEr

Look in: Iaextemal poifs for trig

motion_supress-cr.pdf
otion_supress-cr-new. pdf
roposed_order. pdf
roposed_order_cr.pdf

ﬁaﬂswerﬁcumplaint.pdf
Earrest warrant-1.pdf
ﬁarrest warrant-2. pof
Barrestreturn 1.pelf
Earrestreturn 2. pf
ﬁattachment_‘l pdf
Eamﬁwp1 pdf
ﬁawkwpzpdf
ﬁbriefﬁsuppun.pdf

exhibit_a . pdf
indictment. pdf
mmmn_pmtev:tlvn

N retyare Copy...

File name: Scan for Viruses... j Open I
. Open With 4 |
Files of type sk Wimw Blus - Cancel
Ciuick Print VA
Add to Zip
Send To 3
Cut
Copy

: L "

Attaching the main PDF document

¢ Click the [Browse] button.

The Choose file dialog box

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

e The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.

o Each PDF attached is limited to
the 2 MB court standard on
document size, but a transaction
with attachments may exceed the
standard.

-72-




DISTRICT OF COLORADO
ECF USER MANUAL

VERSION 3.0
EFFECTIVE SEPTEMBER 11, 2006

Frame 9-39 Viewing the PDF document

b bt st greld
Tools Advmnesd  Windew  Hels

R . 5 3 = N
In the United States District Court =
for the District of Colorado

Case No 05-cr-0400 1 -EWN | ]
United States of Amernica,

Plainnfr
va

1 Joe Ounclk,

2. Lucy Quack

Defendantis)

Brief in Support of Motion to Suppress Evidence

/Aty Stiles

Aty Stiles

901 18® st Ste. 105
Denver. Co 80294
303-335-3433 (voice)
303-335-2714 (fax)

Adobe Acrobat Professional - [brief_suppori-cr. pdi]
[T] File  Edit  View Docurnont  Tools  Advanced  Window  Hilp

United States District Court
District of Colorado

CERTIFICATE OF SERVICE

I hereby certify that en 00/00/05, I electromeally filed the foregomg with the Clerk of Court using the CM/ECF
systemn wlich will send notification of such filing to the following emal
addresses

Aly Stiles

dustin_stiles@@eod.uscourts.gov

Clns Vagner

clris_vagner@eod uscourts.gov, cod_aty@yahoo.com
Jack Yee

Jack_yee@cob.nscourts.gov

and 1 hereby certify that I have mailed or served the document or paper to the following non CM/ECF participants
in the manuer (mal, hand delivery, ete.) mdicated by the nen participant's name

Comeents

ONE
—

Viewing the PDF document

¢ When viewing the PDF document,
check the document for items such
as:

court

case number and style

parties

correct

document

o the signature (i.e. s/ and the
attorney name

o After viewing the PDF document,
close the Adobe application.

e Click on the [OPEN] button to
populate the entry box for the
filename.
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Frame 9-40 Attaching additional PDF document(s)

@ CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JFiIe Edit View Faworites Tools Help HAddreSS @https:ﬂecf—train.cod.uscour‘ts.govfcgi—binflagin.p

J HBack v = v @ tat | @Search [l Fawvorites @Media @ | %V = v @

SECF

Responses & Replies
1:08-cr-04001-EWT USA v, Quack et al

Civil Criminal . Query o« Reports .

Select the pdf document (for example
Filename

IT:\ExternaI Trainir#;'\external pdfs fo

Attack ts to Doc

Next |(Clear |

Frame 9-41 The Additional attachment screen

4l CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JF\Ie Edit ‘“iew Favortes Tools Help HAddressl@htlpsﬂ’ecHramcnduscnurtsgnvfcgrbmflngmpl”-‘4325|3[|58[|2771EIT*L_ZSB_EH_‘

J S Back ¥ < ¢ D tat | D 5earch GilFavarites EMedia ©4 | By S s [&

Criminal . Utilities

Reports

Query

Responses & Replies
1.05-cr-04001-EVYMN USA v, Gluack et al

Select one or more attachments.
1] Enter the pdf document that contains attachment (for examgple: Cappendix pdf)
Filename

I Browse...

2) At your option, select a document category, enter a description, and select a type
Category Description

| |

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the bist of filenames is complete, click on the Next button

Add to List

Remove from List |

Next

Attaching additional PDF document(s)
Lw The Filename box is now filled with
the name of the main document.

If there are attachments to the
main document, click on the [yes]

radio button.

; Click the [NEXT] button.

The Additional attachment screen

e The attachment screen is displayed

e Click the [Browse] button.

Frame 9-42 The Choose file dialog box

‘A CM/ECE TRAIN -
Choose file E

Laok in: I 2l external pdis fortng j = £F Eo~

@mntinh_supressfcr pdf
motion_supress-cr-new. pdf

@prnp\jsed_nrder pdf
proposed_order_cr. pdf

@answer_c:nmplainl pdf
@arresl warrant-1.pdf
@arresl warrant-2. pdf
@arreslreturn 1. pdf
@arreslreturn 2. pdf
@aitachmentiT pdf
ﬁaw—w;ﬂ pddf
ﬁaw—wpzpdf
ﬁbrlefﬁsuppoﬂ.pdf
ﬁbrlefﬁsuppoﬂ—cr.pdf

Select

ﬁlndldment.| ele

ﬁmotlonipro

N rletWare Copy

File name: j Open I
Scan for Viruses. ..

Files of twvpe: Open With » j Cancel |

A |
Add o List I Cuick “Wiew Plus
Quick Print
Acdd to Zip
Remove from List S — N
MNext Cut

Copy

The Choose file dialog box

e The Choose File dialog box will
appear and you can navigate to the
folder (or location) where you have
the PDF document.

e The court highly recommends you
right click and open the document up
in Adobe Reader (or Adobe Acrobat)
to view the PDF document to ensure it
is the correct PDF document you wish
to file.
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Frame 9-43

the ECF application.

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in

Frame 9-44

the ECF application.

Note: These examples do not display the PDF documents for the sake of brevity. The court highly recommends
you ALWAYS view the PDF document(s) and any attachments to ensure you are filing the correct documents in

Frame 9-45 Selecting the category descriptor

2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer
J File Edit View Faworites Tools Help

”Addreﬁs €1 hitps Hacf-train. cod. uscourts. gov/cgir-bindogin pl7432360560277101-L_238_0-17

Selecting the category descriptor

|| =Back ~ = ~ @ [@) & | QSearch GFavorites PiMedia 3 [~ S - A EIR

e The Filename entry box should be

Criminal . Query - Reports . Utilities

Responses & Replies
1:05-cr-04001-EVYN UISA v, Quack et al

[Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf)
Filename

IT:\ExtemaI Training\external pdfs foi  Browse...

filled in with the attachment.

¢ Under the Category entry box, there
is a drop down arrow to allow you to
select the type of attachment it is.

¢ Click on the drop down arrow to see
the list of attachment types. If the

[2) At your option, select a document category, enter a description, and select a type
Category Description

[ Exhibit =l
%) Add the Alename to the list box below. 1f you have more attachments, ga back to Step | When the fist of Slenames is complete, click on the Next button

Add to List

Remove from List |

type does not fit the attachment,
select the blank entry.

e You can enter a description to
provide additional information.

e For example, if you have to break up
an exhibit, you can
enter the page numbers of the
exhibit being submitted. In the
Description field you can enter
Pages 1 — 30 of Exhibit A.

Frame 9-46 Repeating the process for additional attachments

HAIN - U LI STrIC

. - . pl
J File Edit “iew Favorites Tools Help |JAddress|@https:.-f.-fecf—train.cod.uscourts.govfcgi-binﬂogin.p

J = Hack * = « & [#] o | Qi Search (&l Favorites “fMedia o8 | v S - =] [&

Responses & Replies
1:05-cr-04001-EVYN USA v, Cluack et al

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Chappendiz pdf).
Filename

I Browse... |

2} At your option, select a document category, enter a description, and select a type.
Category Description

| =l

) Add the filename to the list box below. If you have more attachiments, go back to Step 1. When the list of filenames is

THExt I Trainingiext | pdfs for trngtexhibit_a .pdf
ernal Training'external pdfs for trngtexhibit_a .p Add to List |

Remove from List |

Repeating the process for additional
attachments
e Click on the [Add to List] button.

e The filename of the attachment is
displayed in the list box.

¢ Repeat the steps above to add
additional attachments.

o Click the [NEXT] button.
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Frame 9-47

there are two attachments.

Note: Repeat Frames 41 through Frame 45 for the second and succeeding attachments. In this illustration,
The next frame illustrates what the final attachment list will look like.

Frame 9-48 Final list box of attachments

4l CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JFHE Edit ‘View Favorites Tools Help HAddreas @https'ﬂed—tramr:ndusmur’lsgnvfcgl-bmflngmp\743238DEED2771D1-L_23Ei_[|-1j

J ¢ Back ¥ & v D 7t ‘ ‘Q Search G Favorites |@Med\a 4 ‘ By S v B [&

Criminal . Reports . Utilities .

Query

Logout

Responses & Replies
1:05-cr-04001-EWVYN USA v, Quack et al

[Select one or more attachments.
1) Enter the pdf document that contans attachment (for example: Cappendiz pdf).
Filename

I Browse...

[2) At your option, select a document category, enter a description, and select a type
Category Description

| |

) Add the filename to the list hox below. If you have more attachments, go back to Step

en the list of filenames is complete, click on the Next button

Add to List

Remaove from List |

T:\External Training\external pdfs for trng\exhibit_a .pdf
T:'\External Training\external pdfs for trngiattachment_1.pdf

Next

Final list box of attachments

e The final attachment screen displays
the two attachments,

e Exhibit A
e Attachment 1

e Click the [NEXT] button.

Frame 9-49 Linking the Brief in Support to the motion

2l CM/ECF TRAIN - U.S_ District Court:cod - Microsoft Internet Explorer

J File Edit “iew Favarites Tools Help |JAddress &1 https:fecf-train. cod. uscourts. govicgi-bindagin. pl 7432
J FBack v = ¥ @ at | @Search [l Favorites @Med\a @ | %‘ & s @

SECF

Responses & Replies
1:05-cr-04001-EWH USA v, Cuack et al

Civil Criminal Reports

Query -«

\Select the appropriate eveni(s) o which your event relates:

1:05-cr-04001-EWN Lucy Quack,

v 08/30/2005 4 Amended MOTION to Suppress Bvidence from 123 Back Alley by Lucy Quack.
{Attachments: # (1) Proposed Order (PDF Only)){Stiles, Aty)

M Clear |

Linking the Brief in Support to the
motion

e Additional ECF Information

e This window allows the filer to link
the brief with other documents that
have been filed already. A list of
previously filed documents appears.
Documents such as briefs in support
of a motion must link back to the
motion.

¢ Using the mouse, select by clicking
in the checkboxes provided, which
documents you wish to link the brief
to. Click on [Next].
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Frame 9-50 Modify Docket text, as necessary

23 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

JFiIe Edit View Favorites Tools Help HAddressl@https:ﬂecf—tramcod.uscour‘tsgovfcgi—binf\ogmpI?4323605802771D1-L_

J FHack ¥ = ¥ @ al | @Search [ Favarites @Medla @ | %‘ E] N @.

Criminal Utilities

Reports

Responses & Replies
1:05-cr-04001-EVWH USA v. Quack et al

Docket Text: Modify as Appropriate.
BRIEF in Support by Lucy Quack re [4] Amended MOTION to Suppress Evidence fram 123 Back Allzy

I {Attachments: # (1) Exhibit A# (2) Attachment 1) (Stiles, Aty)

M Clear |

Modify Docket text, as necessary

The Docket Text modification screen
is displayed.

This screen allows you to enter
optional
docket modification text.

After enter text or leaving blank, click
on the [Next]

Frame 9-51 Submit the Transaction to ECF

2 CM/ECF TRAIN - U.S. District Court:cod - Microsoft Internet Explorer

File Edit ‘“iew Faworites Tools ‘ Help HAddress @https_ﬁ’ecﬁlraiﬂ cod.uscourts. gow/cgi-hindlogin. pl7432580560277101-L_235

FBack ¥ = ¥ @ at | ®Sear:h [ Favorites @Media @ | %’ = K E @

Criminal Utilities . Lo|

Reports .

Responses & Replies
1:05-cr-04001-EWWN USA v. Quack et al

Docket Text: Final Text

BRIEF in Suppert by Lucy Guack re [4] Amended MOTION to Suppress Evidence from 123 Back Alley
(Attachments: # (1) Exhibit A# (2) Attachment 1)(Stiles, Aty)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no forther opportunity to
modify this transaction if you continue.

Next Clear

Submit the Transaction to ECF

THIS IS THE “LAST” SCREEN
FOR YOU TO REVIEW!!

If you click the NEXT button, the
transaction is posted to the
database.

Click on the [Next] button to commit
the transaction.

Frame 9-52

Note: At any time prior to this step, you can abort the ECF filing by simply clicking on a menu item on the blue menu
bar, including logging out of the system. Users should avoid using the [Back] button in complicated transaction, as
it is easier to just start over. When using the [Back] button, a user may not use the [Forward] button on the web
browser when the corrections have been made. Progression must be made using the ECF buttons.
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Frame 9-53 The Notice of Electronic Filing (NEF) The Notice of Electronic Filing (NEF) is

e The Notice of Electronic Filing
criminal Query Reports (NEF) iS dlsplayed

Motions

1:05-cw-01000-REE Good Guys, Inc. v. Bad Guys

e This is your “receipt” of the filing.
U. 8. District Court [TEST]

District of Colorado [TEST]
Motice of Electronic Filing

The following transaction was entered on 8/11/2006 at 7:40 AN MDT and filed on 8/11/2008

Case Name: Good Cuys, Inc. v. Bad Guys
Case Number: 1:05-cw-1000
Filer: CGood Cuys, Inc,

Document Number: 13
Docket Text:
MOTION For Extension of Time to by Flaintiff Good Guys, Inc.. (Yee, ) o |If there are name(s) and addresses
displayed below the

“Notice has been mailed by the
filer to:” you must print a copy of
the NEF and mail along with the
document(s) you filed to the parties
displayed.

1:05-c¥-1000 Notice has been electronically mailed to:
Attorney Yee cod_aty@yahoo.com, jack yee@cob.uscourts gov
Joe Smith cod_aty@yahoo.com

1:05-c¥-1000 Notice has been mailed by the filer to:

The fol .
¢ In this example, there are none

displayed.

Document description: Main Document
11 . 2

Electronic document Stamp: _  You will generally see names and
[STAMP deecfStamp ID=1071006659 [Date=8/11/2008] [File Numb er=68367-0] .
by addresses for pro se parties and

[dcchad36e 1ch0ah672987282a9003e07cecalB0dd 7h91dhe4862702e2179dbe 2 7deda

9ca2016f7h0640cd 7ada04b 2h 342568656448 BB 2c76f Taf e 3b3a3e 35]] attorneys that may not be registered
to be an e-filer.

ECF filing is that simple!

Submitting a Proposed Order

Registered users are required to submit proposed orders as PDF attachments to the motions requesting the relief
to be ordered. The user shall also submit the proposed order in a WordPerfect or text (*.txt) format to the judicial
officers assigned to the case. The proposed order shall be sent via e-mail to the chambers of the assigned
district judge and magistrate judge. Users should review the proposed orders sections of the ECF Procedures for
the District of Colorado for more information and for chambers e-mail addresses.

Sealed Document Submission

The filing of sealed documents is governed by Section VI of the ECF Procedures for the District of Colorado.
Sealed document submission falls into two categories, documents in sealed cases and sealed documents in
public cases.

Sealed Case Document Filing
A document filed in a sealed case must follow this procedure:

e The first document submitted in a sealed case by a party must be submitted in paper format.

¢ All subsequent documents should be filed electronically, unless the party has received different
instructions from the court.

¢ Sealed documents may be viewed electronically by attorneys of record in the case by using the
PACER system.

¢ All documents filed in a sealed case must be served in paper format. The court’s electronic
notice facilities will not be available on sealed documents.
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Sealed Document Filing in Public Cases
A sealed document filed in a public case must follow this procedure:

e A Motion to Seal must be submitted electronically in accordance with the Local Rules of this
court.

e Atthe same time, the party should electronically submit the document under seal using the
Sealed Document event. Parties should only submit sealed documents using the Sealed
Document event. Any document submitted under a different event will not be sealed from public
view.

e A Notice of Electronic Filing will be generated for the sealed document, but the document will not
be viewable.

e Sealed documents may not be viewed electronically by attorneys of record in the case by using
the PACER system. Attorneys of record may view the sealed document docket entry on the
docket sheet.

¢ All sealed documents must be served in paper format. The court’s electronic notice facilities will
not be available on sealed documents.

All questions on sealed documents should be forwarded immediately to the ECF Help Desk.

Privacy Policy

Documents with personal identifiers and other sensitive information should be filed electronically in accordance
with the court’s Privacy Policy. The Privacy Policy may be found in Section Xl of the ECF Procedures for the
District of Colorado.

Motion Practice

Basic federal civil motion practice follows the listed filing progression: motion — response — reply. Users should
make a point of following this practice when filing documents. A document filed by a party responding to the
motion must be filed as a response. It should not be filed as a reply. A document filed by a party responding to a
response is a reply. It is critical for users to choose the correct event for a document and to make sure the
document name and event name match.
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Appendix 1
ECF Quick Reference Sheet

Help Desk

The ECF Help Desk for the District of Colorado is available Monday thru Friday,
from 8:00 a.m. to 5:00 p.m. (Mountain Time)

Toll Free Number: 1-866-365-6381
Phone Number: 303-335-2050

E-Mail Address: cod_cmecf@cod.uscourts.gov

Eight Basic Steps for Filing a Civil/Criminal Document in ECF

1. Select the Type of Document to File

2. ldentify the Case for Which the Document is Being Filed

3. Designate the Party for Whom the Document is Being Filed
4. Specify the PDF Document to File

5. Additional ECF Information

6. Modify the Docket Text as Necessary

7. Submit the Document to ECF

8. Receive the Notice of Electronic Filing
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Appendix 1
ECF Quick Reference Sheet (Continued)

Submitting an Initiating Document by E-Mail (New Cases)

Create PDF versions of the Civil Complaint, Civil Cover Sheet (JS-44), and Summons
forms (if appropriate).

Create an e-mail addressed to the clerk’s office e-mail address for new cases:
newcases@-cod.uscourts.gov.

In the subject line of the e-mail indicate this is a new case by typing “new case” and the
short case title (e.g. “New Case — Jones v. Smith).

In the e-mail indicate how the party will be paying the filing fee.

If the initiating party is requesting the issuance of a summons, the e-mail must state
how the party would like the summons returned.

Attach the PDF versions of the case initiating documents.

Send the e-mail to the clerk’s office.

Initiating documents may also be submitted on CD or 3.5” disk per the ECF Procedures.
Please refer to the ECF Procedures for more information on submitting in those mediums.

User Data Quality Checklist

1.

2.

Review Docket Entry
e Was the correct event used?
e Does the title of the document match the docket entry?
e Were the correct filer and attorney chosen?
e |s the case number and case style on the document correct?
e Was the document linked correctly?

Open and Review Document

e Is the document legible?
Were the attachments added correctly and named properly?
Was the document filed in the correct case?
Is the case number and case style on the document correct?
Does the signature line contain the s/signature?
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Appendix 1
ECF Quick Reference Sheet (Continued)

Submitting a Proposed Order

Three copies of each proposed order must be submitted to the court:
e A PDF version of the proposed order must be submitted as an ECF attachment to the
motion using the ECF system.
¢ A WordPerfect or .txt version of the order must be submitted using electronic mail to the
district judge’s e-mail account.
e A WordPerfect or .txt version of the order must be submitted using electronic mail to the
magistrate judge’s e-mail account.

The subject line of the e-mail for the e-mailed versions should contain the case number, the
short title, the words “Proposed Order” and the docket number of the motion to which the
proposed order relates (e.g. Joes v. Smith, case number, Proposed Order re Docket Entry
#85).

ECF users should review Section V.L. of the ECF Procedures for the District of Colorado for
more information and for the electronic mail addresses of the judicial officers.
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Appendix 2
Ten Most Common Docketing Errors

Listed below are the ten most common docketing errors made by users in ECF
courts.

1. Attachments and Exhibits

e These documents should be filed in accordance with the practices set down in
the ECF Procedures.

2.  Select the Proper Event
e An event list is attached to this document and a report showing current events is
available within ECF.
e Please carefully review your choices before filing. It is important to choose the
correct event.

3. Know when to use your ECF login/password vs. the PACER
login/password.
e The ECF login/password is used to file documents.

e The PACER login/password is used to view docket sheets, use the query
function, and use the reports.

4. Include a Certificate of Service on All Documents

e A certificate of service, even when serving electronically, is required under the
ECF Procedures.

5. Proposed Orders

e Proposed orders must be submitted as PDF attachments to the docket entry in
ECF and must be e-mailed to the district and magistrate judges on a case in
WordPerfect or WORD format. See the ECF Procedures

6. Open All PDF Documents Before Attaching

e Before attaching a document to an ECF entry, review it to make sure the correct
document is being attached.

7. The Login and s/signature on a Document Must Match
e Make sure the s/signature on a submitted document matches the login and
password of the attorney filing it.

8. Place an s/signature on all Documents
e The s/signature must be placed on all documents.

9. Each Document Should be Filed Separately in ECF
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e All documents should be filed separately. For example a brief in support of a
motion would not be docketed as an attachment to the motion, but as a separate
document.

10. Choose the Correct Party When Docketing a Document
e Be sure to choose the correct party you are filing a document on behalf of.
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